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INTRODUCTI

I

In April o? l971,1 the Rarticip'antg invobied in this' practftum
.

s
. sawthe4need for a viable. training program for department chair-

. .

x A

/,. deveIo ed a untRut-training experience.. . ,.
,:., 4. .

,..

'

, -, :
,. ,

e ...- i , : ..

-,
.. 0 ring the academic year j974-75,,eighr Anne Arundel -County,the

. ... ...

, Zx
Nova_prtifipantsgathered necessary background information, -Nr:ote,

I;

e . =,'. field Lsted, anif.,-rewrord, the eipteeR unitt.contakned Ln the.

4. ...- 1
. :

: ,
.

, .

.

peg-soffs and other resourcepersonnel. Prior to this Rrogram, Anne:
- 4.

Arundel Courity, liar'yJand, had no inseryice ,crogram specifically
.

.

oriented toward the department chairperson. In- fact, the title

and position of department chairperson was not.recognized by the

Boar of Education until August, '1974. At that time the Board also

peci ied Ahe duties and responsibilities assigned to such a posi-
,

than'. Using the proposed recogriition of the department chairpei-son

.position as a startin4.pornt,, the partecipants of this Brio cum 4 AL.,
,

f .,
,..

..
N

.!0 4 rA

. .

program. 111t:cuimin'at4on of these efforts resulted.

A
..0

it the?.tea±n,rng Rccepttcl by the Anne Arugdel County
- 1 ,,, i

. . 1
Superiltendent as an appt0'04.worAtIcRp., %,In addition, She Maryland

- 1..' . .., . _.
. f , -

State bepartMent of Edueatton sb bc.coRted'the_progrgri for work- -f
. .. .T .. . ..,

1

4x Shop c a t. 4
4'

4

**

0

"

I.
C
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'
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The )rogram has the fol lowing characteristics wnich help

'
cpntribute to tf ctivenessl

A

1. 1 is combetenc ased. Trai.nees and :approprIa.te

cam; ni s trators dc nc specif ic needs. The program)

is di rected toward'neo.,ing these needs., -

. ..-
2. It is individualized.. Tral 4i.e\tablish their ow

priori ties. They nay choose fr nc to eign'teen . -

units to meet their needs
.

Trine y also r esign-
,

any unit to nakse it more relevant to s ' is eeds.
I tt

e .. . .
3. t i t is stlf-iaced Trainees complete work within their

' on tirr.te frerle....They may work on one or several units

at the sane time anti at thCi r own pace.

4.

to
4. it rlsxile. The program al lows participation for

manypersons wi CR. a variety, of b`ackgrounds., and expertise;

Comments, reactions, andrcr.ii.cisins are welcomed by

"'developers of the' program. 4 4' ."

.

A trainee in the competency -based Training program encounters
. . ,

4,1. .
three pnases which help to monitor and insure hil, success in the

a
r

program..: 1

1

.
Phase One 'cOrtsists Of,,a,needs assessment- activity

..., - -performed by
/

the trained .his 'adviser, and. the . ,

ap'prcipriatc administrator. ..,- ..
. .

. . :, . .
PaSe Two consists of the trainee performing 'the
training uni is which have been selected.

Phasc: T.Irce,consiA,ts of ,.an evaluation prodcss in

wnich the administrator .certi f i es the competency

of the trainee.-

i )
(I
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t.

The pi-ogram as described thus farhas.rilet with success and

enthusiasm from the Anne Arundel courtty trainees.' As Of this

writing, 34) persons are paracipatinp in the program,and many more

have expressed an interest.

Chapter r of 'this report discusses the conception of this

.pqogram as tt developed from specific needs.
;

Chapter 11 discusses in depth the pradticum strategy of this

.effort. The method, the philosophy, and the field teSIed results

are, presented. 'Attention is4also given. to the editing and prinl-

N. tean rca 1 i t ies
I I.

I
* Chapter JII is concerned with the results and conusions of

a

O.
,

,

this effort% Oresented,is an explanation of the components

of the program model and aqiescription nique features of this s

competency-based traini ng program.

.

,1 ;

r

44.
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Chapter I

ASSESSMENT'OF NEEDS

The Problem and Objective

'The Anne Arundel County, Maryland, School System undertook

the process of defining the responsibilities of department chair-

persons and team leaders and establishing such positions in its

formal policy structure. Prior -to this year, in each secondary

school, there had been assigned a SUPERVISOR OF INSTRUCTION who

perfarmed many instructional improvement and instructional manage-.

-ment functions related to that school. Similarly, many of these

tasks had been assigned in the elementary division to AREA SUPER-

VISORS'who s Tved a number of schools. Depyrtment.chairpersons

and team le ders.did, in fact, function under this organization,

but for. the most part to a limited extent.

The school system has now been reorganized,. Itstwo major

instructional.diviions (elementar9 and secondary) hale been cam-,

bined into one Division of Instruction with K thru 12:prOnization.

Yet curriculum structure, instructional management, and instruc-

tional resource identification have become more sophisticated and

complex. It was recognized that if,e)ementary 'and secondary

princiyals were truly to function"effeWvey as instructional

Jeaders, as well as chief administrators in their schools, they .



2

would need to share some of the instructional improvement and r
instructional-management tasks, with appropriately trained depart-

.

rent cnairpersons and tdam leaders.

. '

The position and responsibilities' of the department

chairpersons and team leaders, were formally established by the

Board of Education, Anne Arundel County, Maryland, Fn August; 1974.

The final report of the commi-ttee to study the role of,

department chairpersons listed the qua)ifications for this position.

One of these qualifications was that the prospective Chairperson

,

should have,success.fully completed "an approved countysworkghop

in curriculum alipor supervision." The committee recognized the
.

need for a more formalized tralninig program to prepare chairpersons

to assume the leadership responsibilities which had been defined

,ln the report.

(

The Anne Arundel Counts' Nova participants, In anticipation.

of t is report, formulated a planafor the devettrIlltntsof a viable,
../

individualized, competency-based training program for department

chairperSons. The Competency-Based Training Program Committee

(CBTP) was formed to prepare such a training program.
a

As one.of its initial steps, the CBTP Committee sought.to

. identify the competencies needed by department chairpersons to



.

carry out their ated resppnsibilities, Thys,_ in- order to identify
. .

specific needs, the CBTP Committee held meetingsaneconfereiles

rho

3

with interested personnel, interviewed staff members of the Anne

Aruddel County School System, conducted surveys, and field tested
4

ideas. A.listing of individual Nova participants' responsibilities

0

is included in Appendix A, pages-38-41.-

.4.

.#
.1*

(

4.4

7

r
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Chapter 111

PRACTICUM STRATEGY

'1r

'Research Effort

The research activities were begun in the early stages of

the Maxi I project in April/ 19Th, and cpntinued through July, 1975.

These efforts were intended to locate possible sources of infdrma-

tion which could be used by the project participants to formulate

the philosophy for the project, to provide background data on

competency /performance -based teacher+ education programs, to provide ,

models of viable competency/performance-based teacher inservice A'

activities to guide participants in the development of individual

study units, and to offer assiOltryee,to participants in the for'ma-

and summative evaluation of the Maxi I project.

4,

Research data were obtained from three

the thod collection is described below:

sic sources, and

1. use of relevant periodicals, books, and other

publication; .

4

2. input from persOn444sources within the local system--
. .

school princi1p41.01d;their staffs, program coordinators8"
4

ceniraloffrcestaffiand;

3. resources used by participa ts for the development of

the individual study units:

"*.
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, .

Current'Periodicals, Books, and,,Other Publication's. .

4e.

The School Research Information Service (SRIS) offered..by

5

. ,

Phi"Delta Kappa was used to obtain a computer-assisted search.of

the EJucational Resources Information Center (ERIC) collection and

the files of the Current Index to Jd nals in Jducation (CIJE).
/0- p.

Lie Thesaurus of ERIC Descriptors provided the search parame'ters

to help identify the publixatiOns which were related to the Maki I

,

project. These descriptors included: adminis'trative personnel, P

competency-based programs, department directorss(chairmen), inser-

vice courses, performance-based programs, personnel evaluation,
% .\

, resource teachers, and staff improvement.

`The pr ntout obtained listed relevant publications from the" '

ERIC and CIJE files. Several par icipants assisted with the screen-

, ing of the print-out to identify titles which were directly related

to the projects. The basic bibli ographie information was distri-

butdd to participants who secured copies ofarticles from local

sources or from Leasco Information Products (ERIC documents).

Abstracts of related articles,or copies of articles.wcre made,

available to all participants. These titles served as a basic

working bibl.iography during the developmental, ev uation, and

conclusion phases of the Maxi I project.

N

G.
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Personnel Input

-\
Input from various 'personnel within the local system was

obtained th'rough ust of a survey qu Stionnarre -wt.ich was sent to

107 sc000l principals, coordinators of instruction in each,ef-'
16

the four ar-ea"off.ices, the four ar.Qa directors, and,o all ?)rogram

coordinators I at the central office level. The survey questionnaire
u

,

briefly explained the project, ill objectives, and the'competency

areas tentatively selected as appropriate fortithe deveropment.0

individualized training wits.

/

Data obtained from the survey ques,tionneire were used to

ideatiN the s *ecific competency areas to be covered by the pro-

\
posed model. The data were further uedin the selection cq

activities to teach these competencies and to aid in the formative .

f-

evaluat. n Of the individual 'units. They also served as a guide for,

skthe Oerall philosoOt and content of the prOject.

;. inpdrs.-received during.the deVelopmentaloppge from,the.'

. , .

Associate and Assistant Superintendents, the Officer foi..Planning:.
A.,- .

lif
/

.

and Evaluation, and the Coordinator of Staff Development.. These

t. individuals met with the practicum committee during' the initial

and subsequent stages and served as observers .fol the project.

0 They examined the initial,proposal,'eactedJtfr individual units,

and aided with the identification of specl

be covered by the/project.

6

competency areas for

,

t

4 '
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e Part cipant Resources
-,

,,.

.

.

.

As par-tielpants developed individual units-, they also

preipared.annotated 1:4bliographi, cads for the sources which they. ,

, . .

had consulted. This resource information was compiled for dissem-A

!nation to all participants for tIvir use andinformatio9: Citations

, -
. for nese sources were included tn the Project bibliography. The

disseMinatioh of all research data to participants was facilitated

thcough regular weekly or bi=monthly meetings orthe project com-

mittee'during the 15-months of the developmental phase. Research

- information was also included in the-published minutes of all group

meet ings .

heeds Assessment

A series of meetings were held by the participants' beginning

with "brajnstoeMing".aCtivities which led to direct plans of action.

"Brainstorming" included drawing from the participants' own experi-

ences asset of needs'or competencies Which they believed to be

importaQt to the job requiremdhts of, persons who would fulfill-the
4

roles of department chairpersons. Needs which the participants

,

interpreted as crucial 'to the prorsed responsibilitiesties were incly- ---
-

. r4 /

ded also.
.

14

0
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Units from the ''ova Supervision Study Guide- ' which the

'
parti4ahts'had used' were discussed and evaluated for use in terms

/ ,

of specific applicabirity to departmerle chairperson responsibilities.

Others units we're reviewed and conSdered.

tt was determined that iputs into the assessment of needs

spouldbe.exte d to all personnel who would be working directly

with'jhpartment 4hai

performante.

r who would be responsible for their

Meetings were held with the Associate SuperintendenWihe

Area Direcors;'Offider for Program Development and Evaluation,'
.

. .

the Assistant Area Directors, Program, Coordinators, and the
?

tObrdinators'of Stiff Development. Competericies as identified'were
)

)
iscussed, 'as-were units outlined to develop these competencies.

Suggestions from these staff members were taken for inclusion and,"

or study.

Perr;Ission"was gained also to"survey'area directors,

principals, their staffs, and coOrdinatOrs throughout the school
11

system for reactions to the list'of broad competencrpreas which
-47

.r

IChampagne,,David W., and John L. Morgan, Supervision Study Guide,
University Press, Ft. Lauderdale, Florida, 1973:

II

J.
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had been tentatkvely identified by the committee as being appropriate

Por- the "develolment of training mOcfule and, also, for :additiahal

ideas. (SSelipperid ix B, on, pages 4-44.),
y , ,

. .,,..

At -`Sheeting held with the codrdinator of Staff [ievelopment

(whose responsibility it is to coordinate training programs for

various staff members), training modules were discussed and para-
c

Ileled to existing ideas for training and competency needs.;

A' meeting was held also with the Officer ;or Prograni Planning

. and Evaluation. 'This..meeting was attended by a sub-committee Of

three participants. Two main-events evolved, First, .the officer

shared with the sub-committee a compilation of ideas which had

been submitted for `research from administrators and other personnel.
. '

throdgbout the school system. These ideas were later relate() tO
4,

the Reeds assessment being made 'by the participants. Second, asa

,

follow -up to this meet ing, specific written suggestions were sent,
00.

to the commi.ttee. These suggestions were considered and data which
-

could/be used were incorporated into the units.w

-Surveys

V

Two formal surveys were used. The first, to area directors,

.44

principals, and coordinators, Was mentioned aboveunder "Meetingi

with County Staff Members." A second survey was distributed to

. 16.
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4
ft

all tioVa Nembersof tAe Baltimore Cluster
.

iaskng fot reacti ns to

units,frOm the supervisitn module which had been Completed

0.1

written or which had been ',modified and completed. (See,Appe dix C,

on pa.jes' 45. 'and 46. ).,

3a5ed ypon the inputs'from ail sources and individuals as

outlined above,:the following units -were designed to develop he

coopetencies 1.:1341tified to meet the regbirements,of responsib lities

designate4 to department dairperions.'

.1% 'Assessment of Attituaes by Educational Leaders

2. The Organization and 9peration of Anne Arundel Coun y'

Schools
, ,

3. Making ClasroomObseVations
. .

4. The Professional Conference
, .

5. Identifying.LeianihgiResourtes

. .

6. Esta61i511.ing. Goals, Objectives, and Priorities

7. Developing Curriculum Know1ed9e /

$. Improving Relationship Skills -,.

9. . al Communication'

10. Interviewing ProspeWve Personnel
, A

11. Aew TeacherOriegtation

12. The Master. Schedule

11. The Department Schedule

rt

f

/



14. Selecting,.Planning, and Evaluation of ly Use of Time

6. Ordering Supplies, ilaterialss, and Equi ment

16. Understanding Your School Community

17. The Evaluation of Learning

13. What Goes On in a Group

Direct inputs from teachers Mia field tes ed units were used

Ao refine the units. ,

;.,

Keetling,4eeds Assessment Current
,,,

i
k

g...

e It was recogffized that competencies neede' to perfirm
. ,.

. <

-4 SUCGilSfill y as departmentchairpersons' would(be ref in as the
.,-

"..

progra was 'developed throughout the school syst Therefore
. .

the.competency-based program would be mainta in a flexible
...-

. 4 '.

state. T6se units which are found to be inappro riate qr of

.little use would need to be eliminated. Those'ne ding revision

tenciesnot lror ftift147.r development mould be dealtwith. Comp

,Tcogazzed at this point Would be identified and

to include those needs.

,

its developed

Flexibility in planning for training and im lemehtation o

`thei-program was,emphasized as of paramount importan e in keeping

'assessment of needs current and directly tied to c petencies

which are needed and are related to the day-to-day eration of

. the department chairperson.

18
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Practicum Objectives

12

Thi conceptualized solution to.the need for a specifics

training program formed the basis for the following practicum

objectives;

1. The committee.wiN construct a training model and training'
program apprpprlate to the identified needs.

2. All of 'the units will te field tested at least once; the major-
.

ity of the units will be field tested at least twice.

2.1 At least 75% of the field testpaticipants shall rate the
units in the middle range (2-4) on a five-point easy- '

difficult scale.

2.2 At least 75% 'of the. field test participants shall rate the

'units in the 3-5 range of a'five-point enjoyable- distasteful
scale.

/
2.. 3 At least 75% of the 'fielld test participants shall rate the ,

units in the 3-5 range of a five7point Uselessuseful scale,
.4- k.*. .

2.4 At least/75% of the field test participants shaJi rate the
units in'the 5 rangeof a fkte-point confusing; clear scale.

2.5 At leas
its n the 3-5 rangeof a ve-poPri ( no -yes "objectives r,

,scale. ,
,

-Air
. A;.,

.6 At least 90% of the field test participants snal) rate the'',
units in the 3 -5 range of a five-pant no-yes ','eval'uatiott

section helliful" scale. .

0% of the fi'els1 lest,partici antsshall Ate the...,

The program will be offered on.a voluntary baVis to interested
participants as part of the school system's profesSional de41,0-
ment

4. The program will be approved by the Maryland State Odpartiten; of
Education foi. professional deyelopment. workihop,credit.

, k 1
,

,, , ,4 ,,

.,
.../. /

9
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The eni
P
los:Apphy

The Competency -based raining Program for department

chairpersons and other r ource personnel is an experential -program-,

designed to-prepare su persons for effective contribbtiOn to

their school's instructional program.

Since the roleS' of department chairpersons were expanded to

include skills in such areas as planning, budgeting,.mahaging, .tes-
-.

tint, training, 'teaching, assigning and reassigningth training

would have multiple objectives and would be implemented through

three phases:
,

Phase I The selection of activities'appropriatel
to the det.drmined needs.of the trainee

: in relation, to the duties and cesponti-
bilities of the.positi.ph' 4L'

Phase II The performance bf the sellfted activities'

Phase III . The evaluationP6f,theOerfbrmance for
certification or,for revised or additional

I)
, -

prese.ripti9ns ( ase I)

The program was basd;upon-inputsfrom those currently-

C.

involvednwith deparimentaleduties.or desiring to become so involved,
4

and upon actual "and replar departmental eesponsibilities. It arsog.r
reflects on=the-job activities and is reguiked'6)"...the individual '

4*

'heeds of trinees. The'model.°and"Program beCome simultaneously
.,

pnovative, practical,- and. `KuniSnistic.
.

A., i3

//
20/.

4(

,/
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Inasmuch as the program is designed to train department

chairpersons And other such 'resource personnel, it involves the

sc dl's instructional leader, the principal, and identifies'as

ts' ultimate.9oal the improvement of the school's insbucti.onar

prbgram. 'It expre5sesrimitmeni to the needs, ,interests, and

demands of thp total school and community population.

The competency-based training model's ultimate justification

is to imprwiethe qu4lity of instruction in'our schools as a con-'

sesuengg of improved teacher education.

To operationalize the CBTP model, competencies Were identified

and an assessment system developed. Instructional materials (units)

were initially' prepared by individual participants, then revised and

refined through group effort. The management system was developed

to monitor the movement of. trainees through 'the' program, to ensure
t

,v

continuous eVaLti.tetion, and to provide for program implementation. ,

..

k

1.

. ,.

s,r.The traimeeohi,,principal, and the training adviso
(

cooperatively

' ., -, . . " ,
'Ferform theneeds assessaent activity and select 'the appropriate

4 'units from te program: The selected units then become the indivi-

4
....

dual ized program f. the trainee. The needs assessment
(

makes it .jr.

, 4 .

possible for trainees to focus pn their-neeas within their respective
.

rT
.. # .

.

assignments. The number Of lilts to,,be completed would vary depen-to, ,be
. .

, .

.

/ . ,
. .

ding upon the need' of"the indiwidual. :.' .

I . 's

'' i.'..4''
.

/.

-

,



a

tie

15

Upon completiOn of the prescribed units, the trainee,theets

with his prihcipal and training advisor. After examining the

products developed by the trainee and after diSeussing with the

trainee activities undertaken as part of his program, the'principal

will assess the extent of.mastery of the identified competencies.

The principal and training advisor then certify the trainee's

competence in the skill areas of the target unit, or prescribe

additional activities or exercises within the scope of target com-

petencies that had been determined.

4

enable him to perform the duties of a department chairperson

effecti.Aly and efficiently, using the skills acquired throi.fgh the

At
It is expected the trainee then would have the skills to

units completed.

4
ft

,Procedures for Developir Units
1114' ,-.

.

. 't : ''. The-d6elopment of training links was initiated after
. ...

.

',.:-../."". de.terminitig the specific competency areas necessary for the effec-
,,..

\i 1;

,.five" functighing(of department chairpersons. ihdividuairmembers of

. .

the Compttentcy-Based Training Program Committee selected and assumed
4

A primary responsibility for the development of specific units accor-f

ding to their own interests and experiences.

22
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Exhibit 1 illustrates the specific units for tne training

program and the primary author of'each unit.
1

UNIT TO 3E DEVELOPED

A. Attitudes

3. Organization

C. Observations

D. Conferencing

E. Resources

F. Goals

G. Curriculum

H.- Human Re=lations

I. 'Writing .

J. Inetrviewing

K. Orientation

L. Master Schedule'

M. Department Schedule

N.. Use of Time

0. Purchasing

P. School Community

Q. 'Evaluation

R. Groups

4

EXHIBIT

PRIMARY AUTHOR

Richard Milbourne

John Matarella

Michael Trippett

Frances Bingen

Neal Fertitta

Oliver Wittig

ivc.41'%

Norkt'

2

Frances Bingen

Neal Fertitta

`Jim Sledge

Jim Sledge

Ji Sledge

John Mocorkill

John ROCorkill

Jim Sledge

Michael Trippett

Oliver Wittig

Richard Milbourne

John McCorkill
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Several units from the study guide used in the Supervision

Module at :lova University were selected as models for the CBTP Units.
.

-

The beginning phase of unit development involved group discussions

,

by the commlttee'tp
,

provide the pr.iliary author with assistance and-
. ,

di 4tion for the development of specific unit/s.' Following.'the , :

1 .

ini ial discussions by the committee, it was the responsibility Of
.

the primary author to review materiafs and available county

resources. In addition, a computer search of ERIC files was under-
..?

-:
.

taken to: assist in- this task period.
i

One member of the CBTP com-

mittee was-given the responsibility for cdordinating the research

of current journals in'education; related to the practicum project.)

. ,

An-annotated bibliography was' compiled and distributed for the

committee.

A rough draf( of each unit wa prepared by the primary
.

author. The units were reviewed and dited by the committee,

revisions were mide,where appropriate. Exhibit 2 illustrates an

example of the committee's input' to unit development:

EXHIBIT 2

Anne Arundel MAXI 1 Group Minutes
-

.

Meeting Monday, Aov. 4, 1974, 7:30 p.m. 647 Covington.

In Attendance - All members

Survey Reactions - Unit on inservice eddCat on

Unit "Orainstorming" - Group discussion
/ _.

2
.

',Y
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. G-1 )evelopinc, Curriculum Knowledge. Can a'guide-book type unit .

bedeveloped to help the participant find his way tirough
the underlying structure, scope; and sequence of his curri-

culum K-12? dhat Are the goals of, the particular program?

-That are the leading professional journals in the field?

Is it a process or a content order-Ca program; what are the

affective aspects of the subject which students deal with

at various grade levels? How would. the paricipantcrearrange

the goals of the 'program in terms of his own priorities?
Wha,t kinds of techniques are most appropriate' for this pro-

gram, do they differ at different, levels? What kings of

provisions can be made within the program structure for
gifted students; for the less able?

F-1 .Establishing Goals, Objectives, and Priorities '&

1-2 Mahaqing Materials, Supplies, and Equipment.
There is a dMinct relationship between these units; ,F-1
will dc'al with the broader aspects of goals and objectives'
and should concentrate on the processes, involved in setting
goals and objectives (e.g., budget and planning"); on the

other hand, 1-2 will be concerned with ways of disbursing
alloctions of funds after they have been designated for a
school department and systems of local resource allocation
to insure the most efficient use of Waterials, supplies,

and equipment already on hand. These two units will also

relate to UnitIE-1. Coordination of members' effoats is

imperative. V ,'

°

K-1 The Evaluation of Leacn4ng. This unit could focus om the

various alternative forms'of'evaluation, distinguishing
between formative and summative; research; measurement; and
models for accountability. It could focus 41;o On "other
than paper-and-,iencil" types of evaluation, make the teacher,

aware of the kinds of variables that he has control over,
and the kinds of variables that he does not control. Kew

does evaluatio rcla e to goali, processes, etc.? .

a

1-3 Managing Plant & Fac'[ lities. What kinds of information
...

ab t the types of master s.chedules, wilj be needed by

epar nt chairpersons? How can the department chairperson

-assiisst ti jricipal in providing scheduling arrangements '

that wil l fo er program oblectivesg.techniques and still
accommodate individlal needs of staff members and Students? ,

What,kinds of compromises must be made? . How can a D.C. c61-"
lect and arrange information so that he can havAsignificaht

----

-impact on the scheduling process? ;
i.

.

1,

-t 4
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In some instances parts of-Onits were used with olunteer

teachers before the unit was finalized into a working draft for
k .

committee presentation. Upon committee approval; each unit was

field tested. Field testing provided the committee and primary
4

author with suggestions for revisions.% The units were the in pre-
.

sented to the assistant superintendent, the associate superinten-
.

dent in charge of instruction, 'and the coordinator for staff

development for their recommendations.

An editing committee was created as a final'phase of unit

development: The main function of the editing committee was to

make final revisions where needed, while insuring consistency of

;14

structure' throughout the program.
11

The Process of 0e11 Testing

1 1. Use of quality checks

In Jine with the objective to. develop competency-based

materials of ari individualized study nature, the units %yere
.

ted to a,.$eries of three quality dhecks. unit'swere

revised St ,.last three times, some required additional revision.

The first quality Check consisted of a critique of the
4,

primary ,author's first draft for the unit. This.process was per-
.

formed using the exPer ise or the practicum Committee meeting in a

41,

26

')b
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small group or a total group s\tessipn. At t istime) the author
( \

explained the activities in terns of meetin the le'arniny require-

ments for unit objectives wh\ ch had been se cified by the committee.
,

....- .

'Committeemembers examined tie activities a cording to the follow\
1

ing criteria: are all aspects of each obje tive.taught; what is

. ,

the estimated completion time for the unit; re there too many or

too few activities; is the'wording of directions and activities

clear and concise,,has approOriae'use been made of visuals; etc.?

Following this session, the.unit was revised yieldi n'g a second
,

.2. draft ready forthe first-f+ed test situation.

The second quality check involvedlesting the unit with

7-
individual teachers by the primary author. -The committee felt that

'.the'adthor of-the unit should conduce'the first session because
v ss

-

, this person had greater involvement in developing the materials
11

and could identify and orespond to problem areas more
4
easily. The

purposes for this quality check were to determiNe the need for:
s'e

fewer or additional activities; rewoding of the text for clarifi-
*

ti

cation; appropriateness of the objectives to meet the needs of

prospective chairpersons; and the posSible need for activities of
t

a different nature from those provided. rollowing this session,

the unit was revised 4ythe author.

2`

awn

N .

I ik
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The .third quality check involved a committee member other

than the primer.), author._ The purposes for this process were to

determtne if the unit could be used by others,,and to perform an

additiOnal assessment in areas described above for the second

.quality check.

2. Testing Procedure,

The'itlection of schools for field testing involved seeking.

the approval and assistance of the following persons:

Dr. Harry Hendrickson, Director, Area I

Mrs. Winifred Fowler, Director, Ares II

Mr. Ray Cook, Principal, Corkran Junior High

Mr. '.!alter Jackson, Principal, Brooklyn Park Junior-Senior.
t

High

Mr. Ray Ueberroth, Principal, George Fox Junior High
Mr. Oliver Wittig, Principal], Andover Senior High

The criteria used in selecting the above-ools included: the

interest of the principal and faculty in using these materials and

this approach;' present association og a practicum participant with

the school or the area; and availability Of teachers.

After participating schools were identified, principals

arranged for facu e tings of ail present or prospective depart-

ment 'chairpersons interested insworking with project materials.
.21

Committee members developed and presented programs involving the

following components: (a) how this prograM differs from others in
-

2

,L



terms of increased flexibility, individualized study, and use of

materials developed for specic and practical competency needs;

(b) tne experimental nature of the materials; (c) the need for

cooperative effort; and c1) a brief description of each unit's

objectives lnd activities. Each teacher was given materials that

22

summarized the important points stressed in the meeting. (Appendix

item 0 on'pages 47 and 48) Faculty members were also told Ofthe

committee's work in seeking Maryland State Department of Education

(MS0E) workshop credit to be applied towaraN-Keeting requirements

for chairpersons. Following the presentation,' teachers expFessing

interest in completing one or more of the units were given a

"Meld Test Interest Form." (Appendix E on page'49) This completed

forlilas returned to committee members.

'Following these sessions, committee members scheduled eveningf

meetings to discuss the process of,testin9 materials with interested

teachers and to make assignments. Each teScherWassent. a response

. that addressed itself to one of the areas indicated on the memo.

(Appendix item F on page 50) Committee members were now assuming

the role of training advisors. A unit that was being tested for

the first time was assigned to the primary author. Units that had

been tested one or'more times were assigned toother committee mem-

bers. Appendix item G on page 51 illustratei a typical "Task Assrgn-

meni Chart."

29.
A
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1

tasktof he training advisor was to contact the4,
interested teacher in or r to arrange a conference. Duing the

conference, vhe teacher w(is given a copy of the unit. The training

advisor discussed the activities in detail for the teacher to

determine if he had selected an appropriate unit for his needs and

to assess the time requirel for completing the unit in terms of

availability of his time. This last Sspect was important since

teachers completed unit activities on non school time except in

situations requiring involvement in classrooms or witivcolleagues.

If the unit,was acceptable to the teacher, a "Participant Oata Form"
0

(Appendix item H on page 52)was'completed in order to record back-

grO9nd.inforMation about the teacher. The teacher was giyen a.copy

of the unit and a "Participant Reaction Form" (Appendix item I on

gpage 53)for recording suggestions to be used ire revising the unit.

Before concluding the session, an appr9xlmate date ahldtime was

established for completing the unit and for the summary conference.

The teacher was also givenimhe training advisor's telephone number

sd that if assistance was needed, he could be easily reached. The ,

abOVe procedure is illustrated by referring to Appendix J, on page 54,

"Suggestions far Training Advisors."

30
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'3. Summary of Field Test Data

The field testing of Competency-based rainIng units was

conducted with the cooperation of administrate s in four secondary

scnools. A. total of 35 teachers were involved n this phase of

the project. Appendix item'K on pages 55 and serves to present

a summary for each unit listing: (a) the schools involved, (b) the

teachers completing units, and (c) the assignment partici-

.pants as training advisors.

The "lova participants used two forms in order to record and

summarize experiences from the field testing of units. The first'

form entitled, "Profile ofParticipant Professional Dackground,11

provides a desCription of the nature of the trainee. Appendix item

L on page 57 provided a detail summary of the 35 trainees. In'genT

eral, one can state that: (a) 12 years is the average length of

teaching experience with an average of W.4 years in the county;

(b) 23 trainees have Masters Degrees and Advanced Professional

certificates; and (c) 20 trainees were currently performing the
I

duties.of a department chairperson.

The second form entitled, "Participant Reaction to Unit,"

provides a record for each unit in terms of: (a) average completion

time; (b) reaction to unit in terms of level of difficulty, useful.-

ness, clarity, and enjoyment; (c) rating of objectives as developed

31
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by the activities; (d) ratin/6 of the effectivenest'uf the evaluatIon

activities, and (e) improveiient suggestions. Several teachers com-

pleted more than-one unit. A total of 40 Reid testing situations

were conducted by the Aova participants. The following charts pre-

sent,-a summary of trainees' reactions Co all Units. A summary of

these reactions, unit-by-unit, appears in the Appendix section if

on pages 58,-.75.

Almost 90% of the teachers rated the units in the middle

range (2-4) un a five-point easy-difficult scale, indicating that

the materials are appropriate to the background, experience, and

irtstructional level of the participants:

. easy 1 2. 3 4 5 difficult

numuer
percent

)

12.5
5

12.5

23

57.5

7

17.5

- mean

2.6

Responses in excess of 57% in the 3-5 range of a five-point

distasteful-enjoyable scale indicate that teachers generally felt

comfortable working with the materials:

distasteful 1 2 3 4 5 ' enjoyable

number

percent

1-

2.5

10

25.0
19

47.5

10

25.0
Lmean

3.9_

A

I

1
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Teacodrs ass ssed 6e utility of th units as significarf by placing

all of their responses in the 3-5 range of:a five-point' useless-

useful scale. Ninety Percent of their responses fell:ig-the 4-5

range:

useless 1 \ 2 3 4 5 useful i

\ 1

/

number - ;

II
17 I 19 I qean 1

percent - 10.0 42.5 i 47.5 , 4.4

Reactions to the clarity of the instructions and exercises (90% of

the responses in the 3-5 range of a five-point confusing-clear

scale) were generally positive. Where specific suggestions were

given, materials were modified-to obtain further clarity.

confusing 1 2 3 4 5 clear 1

number

percent

-

-

4

10.0

7 [ 21

17.5 52.5

8 I:ean
20.0 3.8 1

All participants indicated that they felt the unit objetives were

met by responding in the 4-5 rangeoi a five-point nd-yes scAie.

no 1 2 3 4 5 . yes 1

.
1

`number - _ 7 23 17

.----

mean

percent - - 57.5 42.5. 4.4

01

The .evaluation exercises written into each unit were felt to be-

helpful in assessing whether or not unit objectives were met in

87.5% of the cases (scoring 4-5 on a five-point no-yes scale).

:.3
A
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no 1 2 3 4 5 yes

num rbe

percentpercent

2

5.0

F

/3

/7.5
16

40.0

19

47.5

I

'

bean I
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;Format, Editing, and Printing
,

.,1
/

The

il'
The Format,- Editing, and Printing Commilted was est5Slished

i
.....-'

to'complete the.final stages of the Competency-Based Training

Program and to organize and edit the. final report. The committee

was chaired by two pdrticipants who shared the responsibilities
lf

.

of preparing the CBTP for publication.

1. Format Procedures

The format was developed by the committee in conjunction

with the Printing Office and the Department of Instruction.

The format for the individual units was developed by the

committee. It was decided,that each unit should include the

fdllowing components: objectives; introduction; learning activi-

ties; and evaluation activities.
.

The format for-the fin01 report was developed also by,thrs

committee,

2. Editing Procedures

After each unit had been field tested, it was evaluated and

revised by a sub committee of four. This sub-committee was compoSed

of thesco-,chairperSons, the primary author of the unit to be edited,

34
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anJ one other member. tbch member of the CBTP committee ,tiad an

opportunity to serve on this ub committee.
. /

4
The respons 11)i-fit' of .this committee were to evaluate and ,,

t

eevise each field tested unit to insure consistency of structure

enrouyhoue the progra ; The committee prepared a final draft 'for

typini, following th prescribed flormai and proofread each typed

unit before sending ehe Qnal proof to the Board of Education

Printing Office for photo-printing.

The sub-committee met at various times for the purpose of

editing and proofing the units and the final report._ (See:appendiX

d on page 76-)

,. 3: Printing Procedures
/

To detdrmine the.format for printing procedures, it was
/

necessary to meet with tho printing foreman" on several occas ns.

Proper.format and procedur6s for submitting work,for printitlg were

established. A membe r ,of the CBTP committee served as liaison with

the printing office. This person's job was'fo arrive at an agree-
,

rent as: to the type of print, to be-used,""the type of paper; to be

used, the form o follow, and the number of copies to be,printed.
.

-Arrangements were made for the proper procedure to submit finished

work for photo copying and for delivery of the finished product.

4

3.5
t c.

. ,
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Results

Chapter III

RESULTS AND policusions

Tne practicum objectives were met as the following summary

of results shows:

1. Practicum Objective #1

TAL COMMITTEE WILL CONSTRUCT A TRAINING MODEL AND TRAINING PROGRAM
APPROPRIATE TO THE IDENTIFIED NEEDS.

A. Concurrent Development of Model and Program

Development of the model and the spec fic training program

./.
for department chairpersons and other resourc! personnel were planned

to occur concurrently so that feedback on the nerlividual components

of the system could be used both to ake modifications to the units

/
and to perfect the model.

//

The model consists of a set of abstraction's and generalizations
/

. /. .

derqved
.

from and appliedto the specific program which was designed

to accomplish concrete and specific purposes. The validity of the

.model for program de'Velopment is attested to by the field test res-
.-

ults. ,Its valkdity,for'program effectiveness must await the specific

evaluation of the pi-ogram after it has been implemented.

B. Description of the Model

The Competency-Based Training Model consists of three

interrelated elements:

36
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1) Identification of Competencies - The

identification of competencits'which are to be part of a program

built upon this model ought to be:

derived from the job description of the
target population

i related to the roles now played by members of
the target population as well as to the role
expectations for that population

be verified through con -nsus of those serving
in comparable positi' s and their superior's

2) Unit Design e design of thetraining compo

ents (units) of the program sight to include:

rr

co ent bas4 upon a single brow competency
area as identified 'above

specific objectives, stated in behavioral
terms, which-will be readily understood b
members-6T the target population

activities designed to assist trainees in
developing increased competency through
attainment of the unit objectives

activities that can b rformed
:,

individually
or in small groups t rder to allow trainees
to proceed;,at their own rates

activities that are multi -level (i.e. that can
be performed to different degrees of depth
depending.upon.the trainee's !prior experience
and background)

activities that proceed in a developmental,
fashion ,toward the acquisition,of increased
Allis and competencies

cl \

3'1
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evaJuatio activities tha\t will provide s

evidence the trainee's competence in the

content sp crfied by the unit objectives

3) Mana ement S stem The system used to administer

and manage the training program o ht to insure that:

trainees will be assisted in selecting only

those trainin' components that are reasonable
and possible or them to use effectively with-
in convenient, ime frames

trainees will b given the opportunity to
su stitute activities for those prescribed if
the new activities can be shown to be more
eff ctive in assisting them to meet the unit
obj ctives

coMp tencies are to be certified by an
administrative official' who has the responsi-
bilit for the professional rating of thr-
train e

'4, the ad inistrative official who certifies the
compet ncy of atrainee is assisted by (a) a

'._ training ad v or well-versed in the program
components and, (b) is provided with tools to
assist him in this task

a standing committee of the training Advisors
meets regularly to monitor the program, deve-
lop policy for its use, and make necessary
changes based upon feedback from the trainees

iC. Deicription of the Pro ram

The Competency-Based Training Program for Department

Coairpersons and Other Resource Persorel was,..deyeloped -aing the

specifications described in the, model.\ The following excerpt from N-

.the "CWIT - Program Guide" will clarify some of the features of-------

the program:

r
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, ------

Some Charaoteristics of the Program

. . .

1. COMPETENCY BASED - The program is competency based in.that
,

specific oompetencies were identified by administrators and teachers
as being necessary to the functioning of:department chairpersons under'
their new job description. The program also borrows some notions
from the CBTE (Competency Based Teacher Education). movement in that

medit will be awarded to participants upon their certification of
competency in the various units independent of the,amount of time
that.is spent developing the specific skills and knowledge which
make up the broad competency areas.

2. INDIVIDUALIZED 's The program is indididualized in ,that you

are able to assist in the selection of the units .that will *make up
.s.vour pfhisonal training program: You will, with the approval of your .

' principal and training advisor, select from one to eighteen units_
or competency areas that you feel are most urgent for you to pursue
at the present time. You will also have.the option of redesigning
any or all of the units that you have selected from the program if
you feel youucan come up with mor' relevant and personalized activi-
ties. (ties. This would, of course, ne d to be done with the approval of
your principal, and training advisor. (We encourage you to do this -=
we want the program to be an exciting and positive way for you to

, grow professionally and.notla series of hurdles .for you to leap!)

. . .

3. SELF-PACED - With individualization corpes self-pacing.
Once' your tailor-6ade.program'has been approved and a reasonable
timeline for complet on of the units has been established, you are
free to determine yo own pace. You may wish to work on units one
at a time or work ,on everal at 'the sometime. Porlour convenience
and to encourage you ,comPlete the 'exercises at bi'ivasonable pace,-
your contract will be broken into semester segmenta Additionally,
you will be_contacte by your, training advisor at least quarterly.

Whenever you complete a segment' of units, you may request a certifi7
cation of competency onference.

.. . ,,,

. )0'4. FLEXIBLE foregoingts- s yolc can readily grdsp from the foregoing
discussions, the prog am has a great deal of flexibility built in.
We recognize 'that ind vidual participants will approach this program
with a variety,of bac roundb, experiences, ways of learning, and ---_

needs and'have sought to taketh iytO account as the program was
being developed and as pr. - es wer adopted. We invite yews"'

comments, reactions , a riticisms of all phases of the ogr .

The-developers a tra ng advisors Will 4,e meeting least onthly

to review the selectio progress, and comments partidipa ta.

Ye want to keep the 0, gram up-to-date and responsive to the nee
of those preparing to :same the instructional improvement a
instructional managemk t roles necessary to the function o

first-rate scho cyst .

r

a

'4



u. Program Development

33

,Deeds assessment activities Were performed as described in

an earlier section. The resulting consensus was used as a guide

for Jeveleying units. The competency area of "management tasks"

was oroken down into more specific areas of "writing," "intenliew-

Inc)," "orienting new teachers," "budgeting & requisUtioning," gd

"tile,utilizatioR" for ease of handling by pgrticipants.

Objectives-were written and units were developed by the

Practicum group using the model elements as a guide. Units con-

sist of Objectives, exercises; and evaluation adtivilies. 'A rigor-

ous proCess of unit review end field testing assured consensus,

effectiveness, and compliance with thg model elements. Eighteen

petency area units_were produced as well as an introductory

program guide.

A management system Was established, again withip the guide-
. .

lines of the model, to administer and manage the program. In order

to-interface with the existing credit structure, an hour-value was

estaOlisned for each unit based upon field testing results..- These

hour-values:-when added together and divided by 15, would indicate

the number of credits to be granted by the Maryland State Department

of Education as approved wor shop credits.

at
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.2. Practicum'Objecti-ve #2

- 34'

ALL of THE QUITS WILL BE FIELD TESTED AT LEAST OtiCE; THE OAJOR.FTY

3F THE WITS dILL,BE FIELD TESTED AT,LEASTplCt.' .

Toe.igumb

, .
,

. . .: , ,
. .

of field fest situations varied depending Upon .,.

. -. -,
. .

ale structure,of the' unit, the'uniqoene s of.its approach; prOlems ..

, w

an ici,pated throu the Ammittee's critical revift, and tfie avail-

%-abil ty of field t st volunteers. Each unit received at least one

\

,

field test. The average number of field test-situations for each
--..-- ,.

unit was 2.2. '

Field testing results indicate the units' effectiveness in
ar

helping trainees to meet 'their comt.etency objectives. These results

also are an indicator of the probable success of the management

system since some of the elements of this system were present in
: 1 )

9
the field testing situations= advisors, pra% cticu devel'op-1

.

ers acNg ap the managementcommittee, and trainee selection of
**

,

units. / .

The results indicate the field testing participants'

,

evaluations of units and ,their general reactions to the program.

As such, they represent the. major portion of, the formatiye eval0a-

tion of both the model drid the program.
-

,...-

\

A sdmmary r the results .indicafiS that the fdllowing
,,

-...,....
,

.

practicum objectives have been met: , i

r ,..:

41
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A. Practicum Objective #2.1

- AT LEAST 75, OF4THE FIELD TEST PARTICIPANTS SHALL KATE THE UNITS

11 THE 14IDDLL RA1GE (2-4) ON A FIVE-POINT EASY-DIFFICULT SCALE.

Results show an average rating of 2.8 for the units on this

scale witn 37.5% of the responses falling within the target range.

B. Practicum Objective 112.2

AT LE 75% OF THE FIELD TEST PARTICIPANTS SHALL RATE THE UNITS
11 THE 3- RANGE OF A FIVE-POINT iNJOYABLISTAST\FUL SCALE.

4

The mein rating given on this scale by fiel test partici-

pants was 1.9; 97.5 of the responses fell within t\ e 3-5 range.

C. Practicum Objective #2.3

AT LEAST 75% OF THEFIELD TEST PARTICIPANTS SHALL RA THEIINITS ,

lyIHE 3-5 RANGE OF A FIVE-POINT USELESS- USEFUL SCALE.

Field test participants lave the units an average rating of

A
4.4 on this scale. All of the ofesponses fell within 07 target

%
.1range; and 9U% of these were in the 4-5 range.

.

:a.

- G. Pradkicum Objective #2.4 .- ,.. z .-: -Y,
.)

/.,
, .

...

OP

----AT LEAST _51 OF THE FIELD TEST PARTICIPANTS SHALL-RATE THE UNITS
144 THE 3-5 RANGE OF A Fq5-POINT CONFUSING-CLEAR...SCALE.

The average response\i,n this category was 3.8. Ninety

percent of the responses were it.,the 3-5 range. A& was Indicated /a

earlier, where specific suggestions were given, materials were..

modified to Obtain further clarity.

42

I.

1"



E. Practicum Objective #2.5

AT LEAST 906 OF THE FIELD TEST PARTICIPANTS SHALL RATE THE UNITS
IN THE 3-5 RANGE OF A FIVE-POINT NO-YES "OBJECTIVES-MET" SCALE

Responses in this category provide an evaluation of the

36

k

effectiveness of the units in helping participants meet the state

N...
objective The mean rating was

within the 4-5 range.

.4, and all.of the responses,
t
fell

Practicum objec\ive 2.6

AT LEAST 90 OF THE FIELD TEST PART? IPANTS SHALL RATE THE UNITS

'1,N THE 3-5 RANGE OF--A FIVE-P010. NO- ES "EVALUATION SECTION HELPFUL"

SCALE.

The appropriateness of the, units'' evaluation activities were.

given, A average rating of 4.3 by fiel/d test participants. Ninety-

,- fiv percent of the ratings were within the target range.

Unanticipated results taken f m the "Participant's Evaluation

Form" indicate a surprisingly consistent indication of the amount of

time necessary to complete each unit. Also, the lack of significant

suggestions for additional content are some indication of.the

of
eOmpleteness.

3. Practicum Objective m3 1
/

THE PROGRAM WILL BE OFFERED ON A VOL61TARY BASIS T INTERESTED
PARTICIPANTS 8$ PART OF THE SCHOOL SYSTEM'S PROFF ONAL DEVELOP-
MENT PROGRAM.

.

4
An announcement of Competency-Based Training Program- for`

/'
Department Chairpersons was included in the school system's Professional

Development Workshop Bulletin forthe 1975-76 school year.

43
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i

'Tie implementation, administration, farther development, and

evaluation of this program. is the subject of the Maxi II proposal
. ,

of tlis tcvmittee's chairman.

-
t..

4. Practicum Gbjective #4
.

,

TdE P' )GRAM JILL\ir APPROVED BY THE MARYLAND STATE JEPARTMiaT OF
EOLC,J10.4 FOIL PRO ESSIONAL DEVELOPMENT ARKSOP CREDIT.

\

The entire lan has beeR presented and approved by thd

:larilind State Depa,tment of Education. (Appendix item 0 on pages

77-1J))

Conclusi ns

/
/

1

.

The Competency-Based Training Model seems. totbe an adequate

and effectiVe strategy. fOr developing a specific Competency-Based'

Training Program. -

s

A training program developed using this model should be an

...effective way of increasing trainees! specific competenc 1 es related'

to instructional improvemeRt and instructionO/management tasks.

Sincethe additional resources needed to develop'.ana implement

such programs within school systems are minimal, the programs SQ
.

-..

.

developed should be cost-effective and be
* replicable witistyinimum

. sr

expendi tures.

8.
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APPENDIX A

30 .

General Responsibilities of Nova participants

All of the participants were involved with the CBTP Program

.

from its inception in'April, 1974, through implementation in

. ,

Septelber, 1975. Duties included attending general session meet-
.c

ings, working on various sub-committees, reviewing all units

developed, participating as training advisors for the field testing

of units, consulting on development and revisions to units, parti-

cipating in the'editing, prpofing, and the writing of the final

t

report.

Each Nova participant had specific responsibilities in

developing the CBJP Program. They are as follows:

Frances N. Bin

Primary responsibilities included settingupcriteria for the

. project needs assessment and the presentation to and coordination

of assessment procedures with the Area Directors and Associate

. .1
. . .

./

e 3

Superintendent.

Responsibilities also included authoring sections of Chapter I;

and "deedsi!kisessment," 'dSurveys," and "Keeping Needs Assessment

Current" in Chapter II of the final report. Mrs. Bingen authored

Unit G, "DeVeloping Curriculum- Knowledge," and adapted Unit D,

',The Professional Conference," from Champagne and Morgan

Supervision Gulde.

e oee

c re

6.
45

V



APPENDIX A (contld.)
3.3

Neal V. Fertitta

Primary responsibilities included maintenance of field test

data, records, preparation of reports on field testing for school

personnel and the Committee, and devising'forms for display of field

test data. Mr. Fertitta authored the section entitled "The Process
, ,4.

of Field Testing" for the final report.

;;esponsibilities also inchuded'authoring of Unit E, "Identifying

Learni'ng Resources," and adaptation of Unit "Improving Relationship

Skills," fr6m Champagne and Morgan's S4ervision Guide.

John W. McCorkill

Vrimary responsibilities included co- chairmanship of the

Editing Committee, development of the format for printing, liaison

for the rinting Department and the C3TP Committee, and the assem-

blin and distribution of the finished.product to appropriate staff.

responsibilities also included authoring Unit L, "The Master

Schedule;" Unit M, "The Department Schedule;" and adaptation of Unit .

R, ",that Goes On In a GrOup," from Champagne and llorgan' s Supervision

Gu*de.
-row.

/John J. Matarelta

Primary respon fbilities included the, general chairmanship oft

,

the CBTP project, writing and distributing' of the minutes, liaison

with the school/system's administrative staff, organizing the

46
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APPENDIX A (cont'd.)

scheduling of field testing, assignment of training advisors, and

providing forms and reports for committee activities.

Reiponsibilities alSo included the authoring of the 'Program

Guide;" Unit 8, "The Organization and Opeation of Anne Arundel

COunty Public Schbols-,r and "Results and Conclusions" section of

the final report.

Richard Milbourne

4o

ter. milbourne coordinated the effort, for securing of MarylanA d

State Department of Education credits for the Competency-eased

Program. He authored the Philosophy section of the final report.

His responsibilities also included the authoring of Unit A,

11'Self-Assessment of Attitudes by Edurational Leaders;"-Unit 1,

"Evaluation of Learning;" and the supplemento "Evaluation of

Learning," Q-S.

James K. Sledge

Primary responsibilities included co-chairmanship of the

Editing Committee and authoring of the "Abstract" and "Introduction"

of the final report.
4

Other responsibilities included authoring Unit I, "Writing as

Communication;" Unit J, "Interviewing Prospettive Personnel;" Unit

K, "New Teacher Orientation;" and adaptation of Unit 3, "Selecting,

Planning, and Evaluating My Use of 11 from Champagne and Mot-gan's

Supervision Guide,

47



APPENDIX A (cont'd.) ,41

Michael E. ITrPpett

Prfmary responsibilities included setting up, criteria 'and for.

°ordination of the development of the certification of competency

instruments and procedures with the-Area Directors and Associate

u erintendent. Mr. Trippett authored "Procedures foe Developing

Units" in the final report.

Responsibilities also includbd the authoring of Unit 0,

"Depa mental Funds and Expenditures," and adaptation of Unit C,

"Making lassroom Observations," from ChaMpagne and ilorgan's

Su .e Guide.

.4 1/4

Oliver B. Wittig, Jr.-

, \
. \ \

.

Primary esponsibilities included the research effort for, the` A
i 1

project involving an ERIC search,' preparation of a "workingbiblio-

ir ... ,,, .

graphy" for part cipants, and compilation of the bibliography fdr

the !..!Program Guide" and Maxi I report.

ResPCft.s.ikilities also included authoring Uhit F, "Establishing

Goals, Objectives, and Priorities," and Unit.P, "Understanding Your

School Community."

./

/



APPENDIX 8.
I /

AR LINDH COIIINTY PUBLIC SCOOOLS

TO Area Directors; Principals,Coordine ors'

'SUBJECT' Survey

ii 1

As a member of a committee which is attempting to devel
'Based Trainin-, P oram For De artment Chairmen an' Other Reso

I/

an requesting that ividuals who work with such personnel 1 ok ov
, list of broad compete cy areas which have been tentatively Identif

committee as being a propriate for' the development of one or T re,

\

FROM

DATE

: COPY TO.

John J. Matarella
.

ctdber 23, 1974

'A,Competency-
rsonnel, I

r the following

ed by the
raining modules:

A. Self- assessment

-B. Organization an
ounty, Public

\D. olding conferences with teachers ; \\

attitudes

Operation of he Anne Arundel
Schools (overy

Classroom obse vation techoiqt.les\

t,

9

6

E. Id ntifying learning resources-'personnel, niaterial,
e uipment , .

F. Estab ishing goal', objectlives,-pftprities

G. Developing curriculum knowledge

H..: Improving relationships, ki,lls

:I. Management tasks- budget, inventory, purchasing, etc.

J. Understanding the school community
7.

K. The evaluation of learning

L. Working with.'and in groups
it

r
If you can add any broad areas to this list, or if,you would care to

comment on any of these, the committee would very much appreciate hearing from
you:

I

Address all replies/reactions to: John J. Matarella
Area r Office.

APP VED:

Howard N. Hall
Associate Superintendent forlinstruction

b 49
4
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APPENDIX B (coned.)

ANNE' ARUNDEL COUNTY PUBLIC SCHOOLS

TO
-.

T 1:' Area Direct° s, Principals, Coordinators

. \

SUBJECT , ;Survey

ii \4
i ,.... 4 1 ...

43

memo
FROM, Mrs. Frances Bingen

DATE October 23l974

COPY TO:

Asa mqmberof a committee which,is attempting to develop A Competency-
Basc.1 Training Program For Department Chairmen and Other Resource Personnel, I

am re -questing that individuals who work with such Personnel look over the
'following list of broad competency areas which haVe been tentatively identified
by the committee as'heing appropriate for the development pf one or more train-
ing modules:

.. i.
H

.
P ' ,. Improving refationships skills - . .

-.I
.

.

;
r /

,

. .
I . '

I. Management tasks- budget,
..
inventory, purchasing, etc.

. . ,

J. . Under a nai n g,-the 'k h iol-community
.- 0

I '

.
.

K. The nation

o

V4

A. Self-assessment bf attitudes

B. Organizai n and Operation of The Anne Arundel
County Pu is Schools (overvieW)

C. Classroom obse ation,techniques'

D. Holding,conferences with teachers
o

E. Identifying learning resources- personnel, material;
gcLuipment_ .

F. Establishing goals, objectives, priorities

. " .

G. Developing curriculum knowledge
.

o 10sarng

II b. Working with d in groups //

If your callOAd any broad areas to this liAt, or-if you would care to
.

.

comment on any of these, the committee would very much appreciate hearing from
.

. .Y04., .
.

...: .
-...,

. .. . ..

Address all repliesiieactiOns to ,m±s. Fr9ncps Bingen'
-Manor View Elementary School

.,

. 7 I

Howard N. Hall,/

A ciate Supir'intendent for Instrupths
f/ // .?4,, ,.

.

/r '... ..:'
/

° V ' J 1.1 '1.7.' ---
1p Ily ...y .'4; p),,,,,

r-

At Now to/71.) )
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APPENDI B (cont'd.)'

A.!%.1 ARt N.D11 COUN re PUBLIC SC1106LS

TO Area Directors, Principals, Cobrdinators.

SUBJECT Survey

44

111111 M 0

FROM 'Richard Milbourne

DATE October 23, 1974

COPY TO

As a mer.lber of a committee which.is attempting to develop A Competency -

3.i3 Training Program For Department Chairmen and Other Resource Personnel, I
am reque.ting that individuals who work with such personhel look over the
following list of broad competency areas which have been tentatively identified
by the committee as being appropriate for the development of one or more
training modules:

\\\ A. Selfl-assessment of attitudes

( B. Organization and Operation'of The Ann Arundel
County Public Schools (overview)

C. Classroom observation techniques

Holding conferences with teachers

E. Identifying learning resources-.personnell, material,
equipment '

F. ,Establishing goals,. objectives, prioiities

G. Developing curriculum knowledge

H. Improving relationships skills

I. Management tasks- budget, inventory, purchasing, etc.

J. Understanding the school community

K. The evaluation of learning

.L. Working with and in groups

If you can add any kroad areas to this list, or if you would care to comment
on any of these, thecommittee, would very much app5eciate hearing from you: In
additIon,* if you would like to suggest any units that might be developed to meet
specific afea,needs or policies, such suggestions would 4 welcome. ...

. a: ., .,,, .

Address all'reigies/reactions to: Richard.Milbourne.
Area IV Office N

APPROVED:

Howard N. Hall
Associate Superintendent for Instruction'

. .

I

11

*

...

. .

00
1000/1 (New 10/71)



APPE DIX C

s. VEY

nITS UrPLETED BY 5,ALTIM

/

NAME

RE CLUSTER 91BERS AS PART OF THE SUPER ISION MODULE

An Vine Arundel C u ty sub-group is proposing to develop a C TENCY

2,12= TRA.:.7INC PROGRAM,i7O;NEPARTMENT C AIRMEN AND OTHER RESOURCE PERSONNEL as

eracticum We have receted permisiion from NOVA to pattern our

program aftl. the SUPERVISION MODULE which the clUster has recently completed.

It is our rtention to modify the bas.ic structure of that program and utilize

some of the materials contained in it to develop certaimsgills and,competencips ,

that we will identify as part of our practicum effort.

. . ,

.
You can be a valuable-resOurce to us tn that you may have had in -depth

.
.

,

experience.with one or more of the units whicA members of our group,might want
''

,
/

to..use but with lerli ich they did 'not work':
,

We Aave/ sted on the. reverse side of this sheet the units from the

SUPERVISION NODULE along with the letters "W" and "M" in the response column.

/
We would appreciate greatly your indicating the units 4ith:which yod worked

by circling "W" for the units you completed as written Or "M" beside the. units

that you modlied and completed

Members of our group will be/contacting you to discuss your reactions

to units and any suggestions you might have for modifications to those units.

/

(If you feel you will need to take this form home to *Complete it, pWse
request a stamped envelope from J. MatareTia.)

Return form to: Thank yoy'very much for your cooperation!

John J. Matarella .q

Anne Arundel County Public Schools
First Avenue & "A" Street,

Glen-Burnie, Maryland /1061
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APPENDIX C (cont'd.)

Respons

W M

2. --,at's.Happening Here
.:,.at Goes Or In a Group

3. Ts ' j W M

4. Self-Assass.7.2nt of Attitudes

. 'F.e1ationsnips, and Elexibilit9 22. Workshop for'Creating a Supervisory
M

UNIT Title Response.

What.To Do Until The Doctor
Gets There

ti W M

20. Case History of sin Instruttional Con-

sultant in an Urban' School System..W..M
: I

21. Rationale for Supervision W M

5. 3 4n,2ra.t.ing a Plan for SeW-Iiiiprovement

for a.oervisory Pra"ticas based on
Fez0000 from SJpervisees and, 437.:

SiGniflcant Otnery

.23.

-24.

25.

Program

Group Supprvision

Goal Oriented Sapervisior
4 .

The Skrak Adaptation' 0 Behavior

.W..M

W M
0

W M

u. and Receiving Feedback Modification Techniqu s for Changing.
From 3t;lers W M Teacher, Behavior -- supervision ty

o
Reinforcement I W M

:c,IT,;(2fying ano Planninb 6uperyis ry .

PlanniStra,o3les Eased Upon an Individual's 26. Selecting,
4:teas and Strengths (i.%V.M

C.. Classroom ObServatians ......W..M

9. Dia3nogtic Supervision. W M

Lo : 8ay When I Write.ItTlowp?
uoscrva..lon Reporting forms W 'M

1. -Aro Am 'rand %i.;hat Do I Stand For7..W..M

2. The Crc:,anizaiion of Supervisory
Systuls

Tre Supervisory Conferente

4. :ntervention Style

Tape Analysis of Supervisory
Tapes W M

TO.1 i.elping Relationship W M

W

W M

. ne Collegial Relationship

. Zonca'sArk, A Review

W M

01

and Evaluating
My Use of Time. W M

27.' Assesgment of Needs and Establishing

W. 'MPriorities

28. Planning for Changes

29. The Literature a Source W M

30 Writing as Communication... ....

,31. The Processes of becision ing... .M.

32. Deciiion-Making ip on Organization.WM

33 Char.* Strategies
.

34 Brainstorming
1r .

....., ......W..M
.

35 Present Skills -- Needed S ill-sWM

W

36. Sharing Information ..W .M
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APPENDIX D,

ANNE lit ;N DI I. COUNTY PUBLIC SCHOOLS

TO '"rronc
,Troi,ctivo J,ap,,ctf),.:nt Coairmen

SUBJECT rftla-testin: of Compc:tency Units from the COPY - TO Princ.-i-pars'e Directors
orupos,..!-0paPtrent Chairman Training Program "'

FROM Competency-daseu Training Pros

DATE
Committee

,., 4
%

- c,, 1:t[Ce IS CUrr?ntly working to"prDdLice a new kind of traininc progrik for Oepartment

-,),,r.-e.l. i'romel s-,ocifiCationsc.511 for it to b&.highly individUali&eJ,'competency-

,:.:>.:i, a1 .1 eff:ct,ive'il Jevelopiri.] skills jointly identified i)y the individual partici-

'.:,., .:is princol, al.ia training] advisor.

. . .

hen co--,letea, ix is expectedtht there will .be three phases to the program:
, - .

r.

. . .:pt..-:e.,::t, ,rib principal, and a trainiag ddvisbr will jointly perform

4 ... e--,..ucunt,%231..i.vitj and aeledt aLlpropriate,:units from tae prodram 1

,,'1..a:,.; mgdifj otadra as needed). Thib selected units will then beome '

.: ,;:,,,,:c training procram for that participant. . 7------- 4.1
1.

el,LE 1

I

P.!:.se II . . ..rt,ioit)ant, :.:7:-/l perform the activit,:es and exercises Cjat .rave D'An

,:ri:f::e: 1:n ,--22:sL: J. de will perform these.indiviLallj of, in. small .

_____,........_

:1'0:,:::.; L.:,t; ot,;er partvc ants as appropriate. The units or prograM marl.

,,, .(2:,:cr ,7,9:2:fie(1 n.azapted during this p%ase oj thesparticipane Witt

..J Jro:).1.1 of his pmn. pal and-the trainingadvisor.

1
, .

. . 4
.

p\sE III .,.;,. compLet,:on Of the prescribed &nits, the participant will meet wit/2 'zis

1
nc-i.,,zni trinins advisor. After examining any products 'developed

.- 1

,
L2 t:.o. i'articiant,during tlie course of his activitie?, -and after discuss- 1

;,:7 -lit.; t'2e participant activities undertaken as part of.the'program, tne 1

, ' princip'al wil:,either'eert* tne participant'b,competencj in tae will :

1

, an:as pf tho'tar':et units, or. will kith the assistance of the training- I

4 .0

. a,):,sor) pre.3cmbe aalitiohalsactivities or exercises within the scope of - '

1

1 t,e tar.7ct competencies that had peen determined in PIIAS2 I.
, .

1 . , ' ....
,

..;;;:,,: an' i,:-::ivical'a competencj in the specific target areas aas been

c;rt,z:,=-4,.: :'sj the principal, the participant would receive a set number of

* ,..:.,,workshop.4c,didependent upon the number and kind of units complet-

e . e:). de wolid &isoje'cbnsidered as .having completed the "workshop for
,::.,:.artr~(...nt c'iaime!t' which would waive the'requirement to have completed

a jrajuate level course in supervision, And,, it is expected, he would
;ioe a,ad t,,:c training to enable nim to perform tne duties of a department

c:zirman effectively. ,

1

1

1

.66.1

,rojram Jescriaed abuve is currently under development and will be recommendjed to the -

ue,art-k.pt of.Instruction for impleitientaticm on a trial basis during the spring.

//.

.2,.-ire now in tne process of°field-testing units as they are being 'developed for they
.,

7,

program. ,
,

. .
. .

.

....: are a,i.in:. fur volunteers from the following grOup4 tO participate in tne field-

testing of one or more of the unit:
.

.

)

o

(over)
ti
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APPENDIX D (cont'd.)

.

(1) ourr(nt donPrtnent cnairmen wno do not met the new requirements..
rcr tnat posiltion

,
.

,

(Z) .current departmcnt cnairmen wno do qualify out who wi ?h to upgrade
t.Jit skills .

. (3) cprrent-mdmbers of the teaching staff who are interested in qual-
1

ifyin.., for departmeatr chairmenships and hope,to fill'such positions,
in the future . ..-

..

./ v1/41. ,

:.,::,1 ,/.-)lancers .caul,, participate Pk.the field-testing of one or bore units in the
. fol!ci.) Jrc.s.,:. co 'detency areas: Z ,

, 6.
. .

.,

Sole-assess-.ent of Attitudes

&oriperation of Anne
ramie

-

Courrty Public Schools,.
, Clas;r)o '")aservation

Conference's
E. 1dehtifyinc Learning Resources
F. EstaLlishino goals, objectives,

oriorities,

G. DevelopingCurriculum Knowledge
H. Improving Relationsnip Skills
I. nanagement TaskS.--budget, inventory,

purchasing, etc.
J. Understanding tilg School Community.
K. TheEvaluation of Learning

i'aind with Groups
X. Others as needs arise

4 .
$o- Df' e activllips'anu exercises wilt be performed by the participants on 'their .own
ti-i, ,ners Prcessitate interactions with others during the school day.

,?(2j volunteer to,particinate in the field-testing, a meeting will be set up with a
tra:ni7.- advisor for you.

. Sucn,a meeting will eaable the Ovisor to ansider any further
ions you -icht nave and topmaxch indiViduals with unitteding a field-test,

sitiotion.

"Ns

In levan t a volunteer be jsked for a commitment of time energy to this-
pcgje.ct until ne las had an op
witn

tunity to examine the Aterials he would be working

. ;
. -

Field - testing, responsibilities will include:
. 4,..

.

.. . 1INIL keeping a record of the time spent on the unit
1,, 11"it recording.redctions to the exercises 4''

riaking subgestions fbr the improverfient of the program
----, 1. .

lunteer gain FroNparticipating in the field- testing of.thiS program?

means f qualifying for the posit -,ion of department chairman.. Pie14-
7y

If th program proves put and is adopted, it willbecoriie an alternative

test participants will have already completed some of the requirements
of tne total program.

.

If the program proves out and if MSDE workshop credits can be awarded
upon certification of competency by the principal, credits will be

' a.iarded to the field-test participants on the basis of the work they
did during the testing.

.

',,

At any rate you will have gained certain skills and knowledge that
'have identified as being pertinent to the role of.de'partment

a'

w let

IF Y:',.AFE i V.ESTED 1;4 PAR I IPATING -114 THE FIELD-TESTING OF ONE OK MORE UNITS OF

THIS P ?jG?A!I, PLEASE FILL OUT THE ACCAMNYIAG FORM AND RETURN IT TO THE COMMITTEE'S

FIELD-TEST COORAAATON VIA YUUR PRIAIPAL.

55
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..-APPENDIX E
., ..

,'...:;!1

,.,.:,%-, LIIA;IWLt.k., /. bin.:\ xL!,6dRCE I'L,(V.,E..

0
0

,

F

,

11'.

. ,.._ , ......, I 1101 o, \ ,..1., o kJ :I

III ,,,,;,,t111 wiLp tne' :ic;6 Lt.:',C10(j of tine ,oliowing unties /;:

.,eif-Assess.ient of Attitudes ay Educational Leaders
(

Tne Organization and Operation of A. A. Co. Public Scnoois

.. V
,Jking Classroom Observations

. 1

Tne Professional Conference ..------

identifying Learning Resources
..-

4 ' .

Estapiisning Goals, Objectives, and Priorities
,

:-, Developing Curriculum Knowledge(under development)

. ,-,..proving Relationship Skills

':-: r,;1 it;r6 cis Communicatiop

.=2 onterviewing Prospective Personnel '

-3 ',e,i Teacher Orientation

4,1 Tne master Schedule
i-.:, 'Tle Department Sciledule 0

.

.4. 1 -6 Selecting, Planning, and EvaluatingMy Use of Tia)e(D.C.'s only)'
:-7. Ordering Supplies, Materials, and Equipment(under development)

, r. .

-1 Understanding Your School Community. . /

.

/

..

r'.-
r:-I ' Tne Evaiu4;ion of Learning- .

Li .4...Wnat Goes do in a Group

'.......

I.

.,-,L arrans,: for a training advisor to meet with me n my planning period...
J-...

. ciock tires:

so:7etime during the week of February 24th.

}

. ..

4.

-/
., .

-,%.,Tmle, FORM TO YOUR PRINCIPAL BY FEBRUARY 19, 1975

5 6 A

#

.. .
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; I \ \ 1 \R1 `')l I ( ()INT N' PUBIIOCSJOIDLS/-

L+. Li. Area I Office ! 760,-4200

TO
:-

SUBJECT Fielii-testing of Competency Based Units

John J. MaIarella, Chairman
FROM Competency Based Trainin

DATE Program Committee

COPY TO

Than you very muoti for respoilding to the request for participafit to field-test units in the program.

( ) Unit(s) .have been completed in the competency area you.have selected.

has been assigned as your training advisor and
will be contacting you shortly to set up a
conference.

. '...

,....44.' He/she will bring a copy of
I4

Unit for you to examine.

( ) We would like you to field-test units in competency area
.however the spedific unit(s) have not been developed to the point where

- it would be feasable to use them at this time. We will contact you whenthey are ready. .

1 .

( ) We already have enough participants to adequatelyfield-test units in the.

wouldcompetency area(s) you selected., If you ould s.till like to participate,
we need additional field-testing in competency area(s)

.
.ef' Please contact me if you would like to work with one of these.'

.

0

Tharik you again for your response.

e
jm

4.

-4

<\00/l (Nu loin/
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APPE :IDIX G

GORGE FOX J1MOR - FIELDejTST)144 - APRIL, 1975

TASt:'ASSIG4MENT CHART

51

, ..

.........

Partiti:3nt oe t.
.......

:1st Choice ,2nd Cn6iCe 3rd Ch6ice Times Avai alp e-7.
Cnarles 3oxwel1. PE F-1 K--.1 : (C-1 & 0-1) 1, '.1:30

,,. i., ,coyer Science / n-1
A./

E-1-a. Jane rice Soc St F-I

K-1 J-,1,// ,6;10r):44 '

. .
1:03-2.:3q

1

1

.1-3,6,7 . E-1 sy:4;

/
s

:12:3371:50

Eva S. Joroen 71edia B-1

a-,-21a 'S'a33erty PE 1-4,5,7 H-1
1

r

G-j
v

.

Ti otly (..)1e Ind Arts G-1
1

'11-1 K-1

Jeanne 'volz Science G-1 F-I 1-3,4,5,6 J-1,

I

Joyce :t. SprinG '-pE 1-5,7 F-1 G-1

Robert G. Stouch, Jr. hathematics'I-4,5 1-3- F-1

,ora L. Grinsfieid Spec-Ed . C-1 0-I
I-. ,

, 1

*Current De
lot

I

* 56

Anytime

,9:50-10:30

$1 & 6

K-1 :1:30-2:30

9:00-3:40

,after 12:05

'12:30-2:30 .

,

12:30-2:30

t.

i
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APPENDI4 H

, . .

COMPETENCY-6AS-EUTRAIANG PROGRAM

PARTICIPANT DATA SHEET

. #

a. c School

C..ddress Address

aject(s) teacning and grade level

Phone

52

al

ther-suoject(s).aas taught

Other grarie levelA has taught

AumJer of years teacning AACo. Maryland

College(s) attended: Undergraduate

.11., .0
4 o o-

degree

,

v." o c. t, - o4 h D.

' 6

0 o o

Major

Min.or(t)

degree(s)

major(s)
a.

.

Certification' status: (Circle as 5pprQpriate)

SPC APC +5 +10 +15 +20 +25 -1-30
,

Are you currently a department chairperson? '.YES NO How long? 1 2 3 4+

If no, nave }lbw ever been a department chairperson? YES NO

How long? 1 2 3 4+Wnere?

Planning period(si clock times

IT TARGET DATE ADVISOR

1-

59
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APPENDIX I

PARTICIPANTS' REACTION FORM

COMPETENCY BASED TRAINING PROGRAM

Sect ion- 1

IDS :`/

+ + + + + + + + + + + + + + + + + + + + + + + + 7 + + + + + + + + + +
+ I+,
+ Participant Q School +

+ Training Advisor 1 Phone +
+

J.

+ + + + + + + + + + + + + + + + + + + + + + + + + + 4-- + + + + + +
. +

+ ++
Section 2 + +
TIME + Unit 4 '. accepted Oy participant on +

Target completionletion date +
+ +
++++++ + + + + + + + + + + + + + + + + + + + + + + + + + + + + + ++

Section 3 + +_,.___..

REACTION 1. A. Now many clock hours were used in completing the exercises in +
+ , th-N unit? (Includethinkiog time as'well as Sitting-down-and +.
+ . doing-time.) +

.
+ i'r

+,2. B. Did you find the unit: (circle the appropriate number) +
* +
+ 'easy 1.....2....3....4....5 difficult

i

+

+ distasteful 1..1.2..:.3....4....`5 enjoyable +
+ useless 1....2....3...0....5 useful +'
+

+.5confusing 1....2....3...g-r...5 clear

.

+

+ C.

+
+

t
+

+

+

+

Do'you feel that the objectives written into the unit were met? +

+,
I

'no' 'N..:2.....3...A...5 yes +
'v

.
. +''-

If you'responded 1?2, or 3; would you wiggest that the object-v, +
.0es be changed; or that the exercises be changed; or both? +

+

+ objectives....exrcites....both +.

1+ '

.

,-1-

+ (Record any specific suggestions on attachments or the reverse +
) + -1. . side) +

'+ D. Do you feel that the 6aluatidn section helps you t find out +
+ if the objectives havebeen reached?

. +
+ . +
+ no 1.,..2....3....4....5 yes +
+ . . +
+ E. Do you have any other suggestions for improvement of this unit +
+ or the training program? , +
+ +
+ +
+

+
,

+ + + + + + + + + + + + + + + + + + + + + + + + + + + + + ++

. 60



\ ' APPENDIX J

COMPETENCY BASED TRAINING PROGRAM

. SuggesiionA for Training Advisors' meetings with field test participants
. ,

.
1 .

, ,
.- t- ,

.

.

1. Arrange a time to meet with the participant at his/her convenience.

2. Meet with the participant, introduce yourself, and thank him/her for
volunteerivg:to assist with the field testing of the units.

. ,
.

. -Discuss with the participant his/her reactions to what he /she has

;already heard about the program.laroposal imd/or'field'Iestint procedures.
Ask him/her if there are any other questions before you get into the
specifics of .the unit.

' 4. 'Fill out the PARTICIPANT DATA SHEET.

.40

54

5. Explain the PARTICIPANTS' REACTION rORM,...0at you will confer again after
participant has completed. the unit(if riat,sbefore) and that this sheet

will serve as a basis for that conference, MalZa.,.sur that Section.1 is

filled in at this time.

6 Show, the, participant a copy of ,the particular unit(s) he/she has requested,
and allow him/her time to peruse it. Answer any questions.

7. If the pirticipant decidlAs to continue, fill in Section 2 of the PARTICIPANTS'
REACTION FORM - set up attentative target date for the completion of the
unit. Let the participant-know this is.flexible- we don't know how
long it should take individuals to complete the activities.

8. ,Explain that if we are to'award NSDE credits for.the'completion If units

(.retroactively io the ca4 of field-test participants) the bulk of the

participants work with anlitt should be dOne outside of duty hours.

9. As you are terminating the conferefice, tank the paipicipant again, and
indicate that he/she should feel kree to ca 1 you ir4ty questioris or
difficulties arise.

a
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Apvcimx K

OOMPETEACY-61SED TRAINIHG PROGRAM

Sites, Participants, Training Advisors

SCHOOL

,.iPHS

AdS

OHS
.

BPHS

LPHS
BPHS

OPHS-

AHS

AHS

"C.PHS

OHS

CJHS

CJ NS

bPHS

AHS

GFIlS

ANS

BPHS

4 AHS

AHS

6PHS

OHS
AHS

.

AHS

AHS

. BPHS

GFJH

GFJ11

GFJH

AHS

AHS

TEACHER

.Don urotherton

dayne Shipley

( Bob Silkworth
Carol Lewis

Bob Lewis
Hal Comer
on Bowors
Julius Angelucci
Harriet Grice

JohnMeskow
Louis Hunt
Richard Porter

Marla Kollar
Betty Lou Riley

Bob Silkworth
Christine Morley

Pamela Swaggerty

Jim Dillon
Richard Krammes

Inge Bergen

Julia Caples
Gus Lundquist'

Bob Sifkworth
Inge Bergen

Julia Caples

Inge ,Bergen

Jul -ia Caples

David Smith

Robert Sturch

Joyce Spring
Robert Sturch

011ie Wit*

Tom Hasty
William Perry

82

TRAIAING ADVISOR

Fran Bingen

Richard iii (bourne

John Matarella
011ie Wittig

:lea] Fertitta

John Matarella
John Matarella
Mike Trippett

011ie Sittig

Fran Bingen
Mike Trippett
11 like Triqett

Jack McCorkill
Jack McCorkill

John Matarella
Wittig

Fran 6ingen

Neal Fertitta'
011ie Wittig

Jim Sledge.
Jim Sledge
Richard Milbourne

John Matareltar!
.Jim Sledge

Jim Sledge

Jim Sledge
Jim Sledge
John Matarella

Mike Trippett

Fran Bingen
Mike Trippett

John Matarella

011ie Wittig

011ie Wittig
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AhS

dF)H

I

GFJH

CFJd

Area

OHS

4

APPENDIX (cont'd) /
1

R. C. Boyer .

dorma i,rinsfield--

,

Charles 3oxwell

Eva Gorden
Nancy Gist'

Donna Higgens

5G

.
0

d5,.

...1. ..

Jack-'dcCdrkill

Jio,Sledge

b
deal Fertitta
deal Fertitat

Richard Milbourne

Jim ai.edge &

,

,

1

6 (;)

a

A

e

,

V

'
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t:wetency4c,asej Traininq Prmal.1

0:1,2.FILZ CF PAaTIGIPA:T PK0FESS10.1AL oe

Tostino Data

.CL

of 7 ; 12.

;
-o/urucu nu,i;)or t,:acnin(i-years -, Total' - 12

P:.27:.>S1,J.AL 17;AliINO

A. '...:1Jcryadu.3te DeGree only

,:r1J2rGraJuate plus 30

C. .,asters Jegree

County - 10.4 .

5

2)

Cz.:\TIFI.CATi0,4 STATUS

SPC APC +5 +10 +15 , 4+20 +25 +

1

: ). I .

4 1

t 2 9 .
*

6 ti
--4-----; 3

1.__-
41, ,1.

i/E??7;7.;1=W C6AIRPERSON EXPE,ktNCE

A. mai?. r Presently in the Position

.41mt/er Years Experience

ti

D.

Hit

J.year - 5

2 years 2

3 years - 3

+4 years 10.

\

64

2



UNIT - Code A

tlf-Assessnent of Attitulics bI,EducationalLeadelsTitle

APPENDIX

Competency BasedeTiaAing4Program

PARTICIPANTS REACTION Tq UNIT

Field Testing Data;.

r

6

1$

Number of Participants in Field Test 2

DATA: A. Average dompletion time - 5,hours

,

B. Reaction to Unit: (Number responses per rating)?

1 2'. '3 4 5

easy 1

1

. difficult

distasteful Z enjoyable

uselesa
1

1
useful

1 . 1Iconfusing clear

C. Do you feel that the objectives of the unit were met?

1 2 3.
no 1 yes

D. Do 4 feel that the evaluation section of the unit. helps
you to find out if the objectives have been reached?

.. .. ., .,

no
1

1 Yes

E. 'Suggestions for improvement:

A summary activity before taking post-evaluati-on may be
helpful.

\-



*UNIT - Code

APPENOIX M (ont'd)
. 0-e

Competency Based Training Program

PARTICIPANTS REACTION TO UNIT

FielTesting Data

Title The ;roanizntion'and Operation of Anne Aruniei

Number of Participants in Field Tet 2

DATA: A. Average completion time - 7 hours

B. Reaction to Unit: (Number re nses per ratidg)

, - 1 2 .3 4ER5
2

'difficult

enjoyable

useful

easy
1

distasteful i

useless'
.

confusing
- -, ...

. 1' -1 clear

C. Do you feel that the objectes of the unit were met?

,

no 2 yes

Do you feel tha.t the evaluation section of the unit helps
you to find oat if the objectives have been reached?

E. Suggestions for improyement:

If the other units are like this one, I think the coiAnittee
is doing just fine!



APPENDIX M(coned)

Competency Based Training Program

PARTICIPANTS REACTION TO UNIX

Field Testing Data

UNIT - Code C '

Title ilakinq Classroqm Observations

.0

GO

,-Number of Participants in Field Test

DATA: A. Average Coipletion time - ld'hours

B: Reaction xdr\Unit: (Number responses per rating)

4

..

1 2' 3 4 5

.

easy .

5 difficu4

distasteful 1 a 2 . enjoyable

useless 3 2 uful
confusing

..

1 ,_ 4 clear
.

C. Do you feel that the objectives of the unit were met?

1. 2 3' 4 5

no
1

i.

D. Do you feel that the evaluatiOnaection of the unit helps'
you to find out, if the objective's iiave been reached?

.

no

4 5

1 3 yes

E. Suggestipus for,, improvement:

-I think it is well done, meaningful, and useful.

-Some exercises should be shortened.

-Can participant make observatrons in another school?

fir

)



Lr

(
UNIT - Code

APPENDIX M (contscl)

Competency Based Trainhi Program

T,ICIPANTS REACTION TO UNIT

I)

Title

Field Testing Data

The Professional Conference

'61

I

Number of Participants in Field Test

DATA: A., Average completion time - 10 hoursz
B. Reaction to Unit: (Number responses per rating

1 2 3 4 5

difficulteasy .

2

distasteful ,,2 1
enjOyable

useless
1

2 . 'useful

confusing _,

,

a 3d clear

C. Do.you feel that the objectives of the unit were met?

10MIN.

n

3 4

o 1 t 2 1 yes

D. Do p.m feel that the evaluation section of the unit.helps
you to find out if the objectives have been reached ?.

I

1 2 3 4 5

no

E. Auggestions for, improvement:

- none

,6 8

3 yes

fte

S.
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t,
APPENDIX 11 (cOnt'd)*

Conipetency Based Training Program

TICIPANTS REACTION TO UNIT

Field Testing Data

. \
it ,

UNIT. -Code

ntify. Lc:aiming Pesources

Number of Participants: in,Field Test'

DATA: A. Average completion time -

u2

3 hoGrs

B. Reaction to Unit: (Number responges per rating)

2 ,a '3 .' 4 S ,

easy
.I ' 1

Aifficult

distasteful.`

,t

. .
,

r

2 enjoyable

' 16f"useless
')'

t

.

2

confusing

.-

S I% , 1 clear

C. Do you feel that fhe Ajeetives to d 'unit were met?

---

....-
,-----' 1 2 S'

no l I \ yes

r

0,,D. 0Do you f el that the. evaluation section of the.unit,helps .

you-to ind out if the objectives have been reached?
. .

.,,-
1

.

2 3.. 5

no yes

,E. Suggestions fdr improvement:

A 1. none

4

lb

14
14c

414

.4..
% r I 'If `' ' r 4

tql

''SVA



UNIT - Code F

APPENDIX M (cont'd)

Competency Based Training Progiam.

PARTICIPANTSREACTION TO UNIT

Field Testing, Data

.

°

Title Estlhlishinn GoalS, Objectives, and Priorifies

Number,of Participants in Field Test 2

DATA: A. Average comjiletion time - 7 hoqrs

63

t.

B. Reaction to Unit: (Number responses per rating)

.1 2 3 4 . 5

easy

I '1

1

'difficult

distasteful
-

. 1 1 enjoyable

useless
...

1 . useful

confusin:
.

clear

Z. Do you feel that the objectives of the unit were meet?

;D. Do you feel that the evaluation section of the unit, helps
you to find out if theobjectives haye been reached?

- .
1 3

.

. 4 5 1

no I
I I. I 2 i 1 ies

E. Suggestions for improvement:

be mTolhelpful if had additional practical examples.

i'0

a

I

a



' APPENDIX M (dont:0
64

'Competency eased Tiaining Program.

PARTICIPANTS REACTION TO UNIT

Field Testing Data

UNIT Code

Title yvlopino Curriculum Kno:ledge

Numtfgr of.Participarits in Field Test 1

DATA: A. Average completion time

0

.
12 hours

B. Reaction to Unit: (Nufbber responses per rating)

. .

1' 2 : 3, 4 5
, :

'.------

, easy
.

1 ..
.

ficultdifficult
L .

distasteful II
.-

1
enjoyable

uselesS
1

useful

confusing - d ,clear

C. Do you feqk that the objectives ofthe unit were met?.

111111101M,

1 2 3 5

no yes

\

.

.D. Do you fe'that'the evaluation section of the unit,helpsk
you to find.out if the objectives hal been reached?
*

1.
no t

1

I

2 3

L
4 5

SuggestiCnsa f6r improvement:

- none \

7

yes
ti

4

,

1.

,



APPENDIX41 (cont'd)

Competency Based Training Program.

PARTICIPANTS REACTION TO UNIT

Field "Testing 'Data

UNIT Code H
,/

It .".:4-----7-----14
... :

. # 1,

Title Irprov,inci.Rolption.shjp.Skills

Number of Partic ants in Field rest

65

DATA: A. Ave e'-dbmplqion time - 5 hours

1

. .

B. ,ReactiorCto 116.4t: .(Number responses per rating)
, . .

,

1
,

3 , 4 5

.

easy-
- ,... 2

difficult

distasteful
1

enjoyable
.

useless
4 , 11

#.,
1

A

.

useful

confusing C '''.* 2 clear'
.

C. 'Do you feel that the objectives of theunit were met?

3 4 5

no 1 - 1 es

31
..1). Do you feel that theevaluation section of theknnit,helps

you to find out if the objectives have been reached?

_ .

ao --_:-. , . 1 yes

E. Suggestions for ihproyement:

- Exei'cises well done.

Add-a group interaction exercise.

- Looks like a good Vntrospectiwe unit--strong in becoming
more self-awar.

2



UNIT - Code

APPENDIX M (coned).

Competency Based Training Program

PARTICIPANTS REACTION T9 UNIT

Field Testing Data

Title -eiri Linn as Comunicat01,

66

-Number of Participants in Field,Test 3

DATA: A. Average completion time - 6 hours

B. Reaction to Unit: (Number responses pef raring)

1 2 , 3 N 4 5
,

easy
2

difficult

distasteful . 3.A enjoyable
..

.useless
-

3.
useful

confusin:
.

.'

. clear

C. Do you feel that the objectives of the unit Fere met?

no 1,
1 2 3

II 1 11'51 yes

4.

ob. Do you feel that the evaluation section of'the unit,,helps

you to find out if the objectives have been reached?
. v.

1
4

no
I

1 1 yes

E. Suggestions for improvement:

none

,

7J 4.



N4.

UNIT - Code J

APPENDIX M (cont'd)

Competency Based Training Program

PARTICIPANTS REACTION TO UNIT

Field Testing Data

Title 1.ntdrviewing Ptospective Personnel,--j

Number of Participants in Field Test ' 3

DATA: A. Average completion time - 5 hours

67

B.) Reaction t9 Unit: (Number reaponses ppr rating)

i

2 4'
.

easy
2

. IV difficult

distasteful
-. ...

.

,
enjoyable

useless .
. 3 useful

confusing._ I _ clear

0

SC., Do you eel that the objectives of the unit were met?

jII I" 2

I

3 .

1

. 4

1 i

5 .

1-.2 yesnay

F.

D. Do you feel that-..the evaluation section of the unit, helps
you to find out ifthe'objectives have been reached?

0
t

E. Suggestions for improvement:

- none

74

".

O
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1

4

UNIT - Code K'

Title

1'

APPENDIX M (cont'd)

Compet ncy Based Training Program

PART CIPANTS REACTION TO UNIT

Field-Testing Data

63

dumber of"'Pafiicipants in F ld Test i 3

4

DATA:, A. 'Average completio

B. Reaction to Unit:

time - 5 hours

(Number responses per rating)

t

; 3 , 4'
,

easy
I 2

difficult

distasteful
i 2' enjoyable

useless
.

1

.

useful

txt.I'jzLsl.earconfusir

C. Do you feel that the objectives of the unit were met?

no.

1, 2 3 4 5

es

ID. Do you feel that the evaluation section of, the unit. helps
you to find out if the obieOtives have been reached?

.

.

no , yes

E. Suggestions for improvement:

. hone.

p

0

s

'7 5 9

e ,
9

..



APPENDIX M (cOntsd)

Competency'Based Training Program

PARTICIPANTS REACTION TO UNIT

Field Testing Data

UNIT - Code L

Title The ;taster Schedule

69

Number of Participants' in Field Test

DATA: A. Average completipn time - ,5 hours,

rt,

a

R. Reaction tolinit: (Number responses per rating)

O

,

3 .1° 2 3, 4 5

.

easy.
_...

1
difficult

distaiteful ,
, 1 enjoyable

useless
.....

1"

A
,

.
useful

confusing
.

.

.clear

; A
Of

1

C. Do you fqe1 that the objeQtivetrof
o
the,unt were, met?

4 4'

no 11111111111111111181111111111E11111

r-vtD. Do you feel that ihe'evAlOsiNn.:604on of "the unit ,helps'
you to find out.,0,the'obji64VeS'ilWS been.rtSchen

t.

.._
m'a*. 11111111111111111111.1111111NENNI

E: SuSaestione for impROvaldht:

:non e

.

:

00

II



APPENDIX M (cont'd)

?'

UNIT Code

Competency Based Training Progra m'

PARTICIPANTS' REACTION TO UNIT

Field Teking Data

Title The Department Schedule

JO .

4I

Number of Participants in FId Test 2

DATA: A. Average completion time, - 8 hours

B. Reaction to Unit: (Number response's per rating) 0

.

1 Alt 3
, .

4 5

easy 4 1
difficult

distasteful - 2 enjoyable

uselets
i

1 useful

.confusing
.. 1 1 clear*

C. Do, youlfeelg-tfiat-the,Qbjectives of the unit were met?

no
i 1 I 2 yes

.
.

)P

D. Do you fe 1 that the 'evaluation- section of the unit,, helps
you to I nd out if the objectives have been reached?

1 2 3 4 5

'no
t

1 2 '

9
J yes

E. Suggestions for initIcamement:

none

."""""°'.
717

L

0



L
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APPENDIX M (cont'd5

-Competency Based Training Program

1. PARTICIPANTS REACTION TO UNIT

s.

Field Testing Data

UNIT -.Code A C

Selecting,,Planninq, and Evaluating fly Use of line

'Number of Participants in Field Test

DATA: A. Average completion time - 5 hours

4

B. Reaction to Unit: (Number responses per rating)

1 2 3 4 - 5

easy
,

difficult
.

distasteful

useless

# i

A
enjoyable

1 useful

confusing
. .

I clear

'C. Doiyou feel that the objectives of the unit were met?

1 2 4 5

no es

D. To you feel that the evaluation section of the unit. helps
you to find out if the objectives have been reached?-

1 2 3 4 5
V

no yes

E. Syggestions for improvement: V

- should be a "must" unit....valuable in helping partitipant
utilize time.

/



'UNIT.- Code t}' .

APPENDIX M (cont'd)

Competency Based Training Program

PARTICIPANTS REACTION TO UNIt

Field. Testing Data

Title Jt,partriental Funds and Expenditures

Number 6f Participdnts in Field Test 2

72

DATA: A. Average completion time - 6 hours

B. Reaction to Unit: (Number respOnses per rating)

a

Nw

i
.

2 3 4
1

5
r

easy
I I

I,-

-
difficult

distasteful
,

enjoyable

useless
.

2 useful

confusing

_..

1

,

1 clear

Do you feel that the objectives of the unit were met?

1 2 3 4 5
g

no [ 1 I I 1 I 1 I yes

D. Do you feel that'the evalUation section of the unit.helps
you to find out if the oljectives have, been reached?

1 2'
1I

'no 1 ,. 1 yes

E. , SuggeatICns for improvement: ;A

-,none

.

A

4



UNIT Code P

APPENDIX M (con

CompetencyBased Train Prog ;am

PARTICIPANTS REACTION TO IT

Field Testiqg Data

Title Understanding YouF School Community

'

Number of Participants in Field Test 2

73

DATA:* A., Average completion time - 7 hours

B. Reaction to Unit: (Number responses per rating)

1 2 3 4 5
,

easy
2

difficult

distasteful 2 enjoyable

useless
1 . 1 , useful

confusing
1 1 clear

C. Do you feel that the objectives of the unit were tnet? 4'

I,

r
I. 2 H 3 4'

nd 1 es

Do you feel that the Aaluation section, of the tnit.helps
you to find out if the objectives have been reached?

.

no

B. Suggestions for improVement:

yes

4

- Selecting pne.of the sub-communities for detailed study
may help some pe'rsons.

iP

1

ti



APPENDIX M (contrd)

Competency Based Training Program

PARTICIPANTS REACTION TO UNIT

Field Testing Data

t
UNIT - Code 4

Titrle Tile _Evaluation of Learning

74

V
Number of Payticipants in Field Test 3

DATA:- A. Average completion time - 11 flours

65
B. Reaction to Unit: (Number responses per rating)

1 2 '3 4

-

easy
2 1

difficult

distasteful
1 2 enjoyable

useless 2 1, useful

confusing
,

_ 1 2 ._ clear

DO you feel that the objectives of the unit were met?

D. Do you feel that the evaluation section of the unfthelps ,

you to find out if the objectives have been reached?

. S.
no 1 1

. yes

E. Suggestions for'improvement:i

- make clear the distinction between formathie and sumMative
evaluation.

ar

7



Title

- Code R

7

'Comp,etency Based Trodning Program

PARTICIPANTS REACTION TO'UNIT

Field Testing Data

APPENDIX M (contic1)

75

a

"../riat Goes on in a, Group

Number of Participants in Meld Test 1

DATA: A. Average'completion time - 12 hours

B. Reaction to (Numberrespon es per rating)
40

l :. 2 3. '4 5
.

easy
1

,

difficult

distasteful -i enjolrable

useless 1 ''' useful

confusing -

.

1 Lear

-

C. Do you feel that the objectives, f the snit were met?

V

D. Do you feel that the evaluation section of the unit helps
you to find out if the objectiv s have been reached ?'

E. Suggestions for improvement:

8 2

Ade
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APPENDIX 0.

STAFF DEVELOPMENT APPROVAL FORM.
e. 77

'MSDE Ref..# 75 -447

Title of Project,: ComoatenCv Based Training Program (CBTP) for Department _Chairpersons
*

s and Other Resource Personnel
Coordinator: Mr. John Matarella Instructor:' Mr. Neal Fertitta - Ms. France

1

Apount of credit requested:
...m61111.r..

Request submitted to itate Department of Educati

`Approved by Saxe Department of. Education:

Bingem - Mr. John McCorkill -

Mre John Matarella - Mr. Richa
Milboufne - Mr. James Sledge
Mr. Michael Trippett.,- Mr..
Oliver Wittig

8/19/75

Dale

J0/7175

Date
INN

Approved by Department of Staff Development

.1
Not'Approvcet,, by Department of Staff Development ,

Not approved for the follciwitg reason(s):

Yiw

I

Staff Dev. Pori #2

84

C

I

xx

Eileen M. Oickle

'Coordinator Of:Sza:f b-.rolopuiertt

Ma......
tor of Staff Development

sober 21 -1975
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APPENDIX 0 (cont'd) I
.

BOARD ,OP EDUCATION OP Anne Arundel- COUNTY (CITY)/

TO: .The Stato Suporintondont of Schoot,s: id) /U.) .rif \\7i,

4 /go. ,

1 :1. Ole 1de Coordinator of Staff Development,- Anne Arunde, 141rty Public
ls, ailiii Ril:a Rcgd, AnnapOlis, Maryland 4401

.
.

t, .,etency ria3ed 'paining Program
- .

Fo Iliming is an outlino or a proposed inservico progrAm to he (.11.1.od for
-,roroS$inr,,t1 growtii, Crt.,Cliti* ,

t

oordinator .loin MAI trolla

nom: Ei

Scrh

IN gt:

(Name).

Frances Bingeri

Instructors Neal Ferticta
(Nam

John VCorkill,
John MaiArella

(NAmo)
Richard MinIOUrne
JAMCS Slvd,

e(Namo)
Michael rippett
nlivpr 1;trtig

Coordinator of inqtiuction, Area
{Positidb) '

Principal, Manor View ElementaivSchnol
Science Resource Teacher, Area I,.

(Position)
Assistant Principal, Annapolis Junidr geo
Coordinator of Instriiction, Area I,

(Position)
Assistant Director, Area IV
Administrative Intern, George Fox Ju-nioc High

(Position)
Principal, George Cromwell Elementary Schol
Principal,-Andover High School

(ame) (Position)

,itle of Program: Competency Based Training Program (CBTP) Fd..t Department

Ch4irpersons and Other Resource Personnel. /

. of hours per class session,: . No.o4 class sessions

mount of credit. requested: See Attlbhment

1.

See Attachment

1 nu please indicate whether this ingervice prograT.meets with your ,

pproval for use as. professional growth credit. up

pproved:
1

.
,

/

unty (City) Superintendent ot. Schools ") ?

Dafe:".:

A

7
A.

pproved fr4,Prof s_ion,). Growth redit:

v hi,i

.1
eil c.71

tl

)14,
,

.

ssoclat State SVperintendent,
ureau of Educational Progsramp

.,.

pproved for Ce'rtif.ication Credit:

ssistant State Superintendent
iision of CeStifi.cation and AftreditaVion

.

repare and Porward in QuAdruplicate to Associate State superintendent,
or- Bure4u of tducational Programs

Date:

7/4/7'r

. 41

Date:

,, m am ad

s
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APPENDIX 0 (cont'd)

ATTACHMENT

Anstructors: The eight Inombers of the c mpetency lyvwd tratnin4

ptogram are the instructors. Any member of the committe(1

can function as the instructor for the program (CBTP).

pumber ofHpurs & Amount of Credit Requested: Each training unit

has been allOcated an averagercompletion time based on field

toted dat.'The number of units completed by participants,

certified_by, the principals and training advisors will

Idet rmine0the amount of credit requested.

I

Competency Based Training Program (CBTP)

Units and Hour Values

Units
Hour Values

.

S

04,1,

(135445-4 cred1t)

5A Self Assessment of Attitudes by Educational

Leaders

B TheOrganization and Operation of A.A. Co.

Public Schools
7.

C Making Classroom Observations
10

D The Professional Conference
10'

E Identifying Learning ResouYces
9
p.

F Establishing Goals', Objectives,, Priorities
7

G Develbpinurriculumlnowledge
12

H improving Relationship Stills
5

I Writing as Communication
6

0
,
Interviewing Prospective 14rsonnel

5

IC New Tedcher Orientation
5

L The Mnnter S.chedule
5

M The Department Schedule
8

/
N Selecting anning and Evaluating My Use of.Time 5

0 Department funds and.Expenditurea
.6

P Understanding Your School Community
S.

At

%a.

lk
Q The Eval,uation'of'Learnin

R' What Goes on in a Group

10,

12

A minimum of.fifteen (IS) hours of_classroom participation, plus

()Aside preparation as assigned is regdired for each unit of credit.

.

-

Upon completion of workshop requirements, inservice aotivity report,

forms will be submitted,for each paracipa t, Whdn credits have been

recorded, certificates of credit will be is d to each participant.

0
. ,

.
.

.

86



APPENDIX 0 (cont'd)

Pr.inco:; N. Blricn

a.

tic Background

M. Ed .Degree M
1/4

Year Granted 1966

do

Major Administration & Supervision, Elem. Ed.

'Brief-Resume of Professional Experience

Gr:4414:; - Dor;;ejt El em.,ToAelwr, Anru Arqint.1(.1 1;.ovr.41.)i rr,N4. I /;i y4:ar °

1 .

Te.iChor Grades 1, 3 & 4 - Meade Heigilts.Elem }/2 Years

Teachinr Assistant Principal-Meade litight;,A.A.Co.: 2 Yea'rs

Princial Meade Heights Elemelltary; A LCo. 4 Years

Principal-West Meade Elementary, qo.. . 6 Years

Principal - Manor View Elementary, A.A.Co. 5 Years

.

I S.

Current Assignment

Princiml - Manor iew Elementary School, Anne Arundel County Public

Schools

Prepare and,Porward in Oadruplicate to Associate State Superintendent,
A

1
Bureau of Educational Programs

. . .

87,
**OA '.. 4. 4.46....aa .

1,

e



APPENDIX 0 (contic)

PLANTOKANSIiRVIC4 ACTIWY
4 .

DEVELOANC.OURRICa-,Un MA/LEDGE
, .

I*

. .

Staft. Speci'fic Ob'ettiyes
. *

.

To st,tist the,prtfoipant in. undCks4ndiTtg-t-Ite-ecep

aAd .sequenceloEAWpartticurat curriculum through

analysis Of Mirricuiurd t&ucture.
,

,

To assist yhe-partiCipant-,to learn a process involving
,adaptation'of'distridt"curriculum to local school arid,

studgnt needg.

Lislt TOntattive Schedvle of events

Role of cur ri:culum-makers'
Idn'tifIcation of needs
Cofilmunity and 'School Partnership
Hidden Curriculum

Briefly Describe Content

Analysis of Curiculum Designs

Describe Types of Experiences To Be Provided for Participants

Reading, analysis, research, examination of curriculum
documents and'goal statement.

state Methods of Evaluating Participants' Attainment of the Objectives

Participants will be certified when they can demonstrate their'

ability to perform objectives listed under specific objectives
Evalutiort of the participant's compsiteve will be judged by the
,individual's immediatp superiok and a training advisor--a member

of the competency-based training program committee.

8 8
repare And Porward in quadrupl cats to As StAte Superiottlittollt,

Bureau of 414ucationa4 ProgrAmA



0. APPENDIX 0 (cc:(47\
*;

PLAN PIM IrCHIVICE ACTIVITY..
i)2

TUE chNvEHENrE

;;TATE :;PECIFI6: OWI:TIV

w111,0
1. 1.pri thc twelve stelm; in the professional conference format:;;
2. Anlly-,e a real' or simulated audio-taped conference to determine if

thts ch:rperson included the twelve steps in the professional
conference format;

3. Xalyze a real or simulated audio-taped conference to determine
the chairperson's stage of directiveness;.

4. Use the' professional conference format comfortably-and easily, and
5. Adapt this conference format, after mastery; to your own style.

LIST TENTATIVE SCHEDULE/OF EVENTS
.

Examination of materials
Learn the steps and &equencis of the steps of the conference
format
Practice using the steps
Analyze the application ,at the steps

BRIEFLY DESCRIBE CONTENT

Continuum of states in the chairperson's role
Steps in the professional conference
Clarification of the steps and sequence of steps' of the
conference format

DESCRIBE TYPES OF EXPERIENCES TO BE PROVIDED FOR PARTICIPANTS

Reading Listening
Memorizing Analyzi
Conferencing Questioni

STATE METHODS OF EVALUATING PARTICIPANTS' ATTAINMENT OF THE OBJECTI ES

Analyzing participants' recorded conference using the
twelvesteps in the conference format.''

8
44

AI. ' I" e r
-



.APPENDIX 0 cone d)

o
INSEttVICE COURSE INSTRUCTOR

V. Fertltta

Background

Degree M. Ed.

33

\N.

-Year Granted 1969

Major

4

Science Education

Brief RC:sum6 of Professional -Experiencd

Teaeh!,14r c,rade 11
3 years

Tel-r-Prorrm Manager - Title III E.S.E.A. Project 3 ,Years

Cnairoerson for K-12 Science Task Force 1 Year

Member of Implementation,10m, K-12 Science Program 2 Years

K-12 Resource Teacher in teienee 2 Years

.

,

ti

Current.:Ass.ignmen,t

Scienee.Res'Ouree Teacher Area I Ciffice Anne' Arundel County
*.

'
Tybjic Schools

111.

4

'4.

, .

Pripare and Por/ard in Quadruplicate to Aspociate StUte Superintendent,

.....:W

Bureau oi.Educatidnal Pilograms

).
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APPENDIX 0 (coned)
0

PLAN POR INSUVICU ACTIVITY 4

1141iNTIVY1NO LIMNING uE:;ounciu;

State Specific Objectives

84

irticip'ants.wiii: .

1. SpeeAfy the locatrt: and procedure for using human and print resources

. .'

used in identifying; learning resources
.

,

2. Cbmnlete a search of print and non-print resources for stated learning
cb;ectives in- their cUltent area , \

3. Explain the Anne Arundel County policy regarding use of approved and'
other types'oF instructional matertAZ157-"N

.
tit '

List Tentative Schedule of Events

Identifying and examinng,priat resource materials
Contacting representnives of company
Critique' of media withsO ool media specialist .

Obtaining services from Are and Central Office personnel .

Determining Anne Arundel C nty Board policy using policy guidelines
Discussion with school principal concerning school use of instructional
material \
Solving a problem for department teachers fegarding search of`appropriate
material for a stated_ learning objective.

Briefly_Rescribe Content
,

Media ( print and non-print) catalogue search
.

Anne Aruitel County Board polAcy search
Organization and services available at Area and Central Office levels
4 .

. *ill.

k

Doscribe types of Experiences To Be Provided for Paqicipah.ts.

Reading Formative Eva,luation
Interviewing Budgeting
Questioning
Discussing
Critiquing

1

A.

State Methods of EvaluatingParticipantsb Attainment of the Objectives

Performance of,sk.ills listed under objectives

ti

. , .N ..

, S.

Inc
,

Prepare* .Porward. in'Quadrulilicaii, to ;Assoc tate StatedSuperintondent,.1 tileMmAil ..e. 1hs....1.---. .er!
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APPENDIX Ot(cont'd)

13LAN.POR VNSIDIVICE ACTIVITY

IMPROVING RELATIONSHIP SKILLS

Participants will:

State Specific Objectives

I. Determine relationships participant feels are positive and helping.':2. :dentlry values and biases about good teaching
3. Analyze their intervention style
4. Detl)rmine their ability to communicate effectively with others

(written and verbally)
-

List Tentative Schedule of Events''

Sdlf-exrimination
Respondinki to a collkhues biases of good .teaching
Response by a colleague.of own biases of good teaching
Determining intervention, style
Determining effectiVenpss of written communications to department members.

Briefly Describe Content

Using checklist for intervention style.
Using response sheet for determining biases
Reading description of a helping relationship
Writing communications to teachers

C
Describe TYpesOf Experiences To Be Provided for Participants

Readiqg Self-examination Interviewing
Discussing Analyzing -
Writing Questioning J

II

State Methods of Evaluating Participants' Attainment of the Ob'ectives

ei,formakIce of skills listed under objectives.

v A

reparc and Porward in Quadruplicate to Associate State Superintendent,
.hurAu
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APPENDIX 0 (cont'd)

'INSERVICE COURSE -INSTRUCTOR

McCorkill

S

.40emic Background

Ed. .

Degree
M.

Year Granted

Major

1968

Sk:condary Education

Brief R(.suma of Professional Experience'

,,Ichor rira'ae 9 Civics - Geor ge Vox Jr. High.

AAmlniLrative Intern -.Brooklyn Park High '

Assistant Principal - Brooklyn Park High

-Assist'ant Principal - Corkran Junior High

4 Year;;

2 Years

3 Years

1 Year

Assistant Principal - Annapolis Junior; High 1 Year

Current Assignment

Assistant Principal at Annapolis Jr. High School - Anne Arundel

County Public Sthool -

. r
r

tr...

1

-

a

".....
'I A

Prepare and.Porwarti in Quadruplicate to Assotiatc State Siipstintenden.t,
4

.
Bureau of Educational Pro rams



APPENDIX X 0 (cont'd)'

PLAN MDR INSERVICE ACTIVITY,

THE MASTER SCHEDULE

State, Specific 01?,jectives

87

Part=icipants will:

1. 'Be ramiliar with the types of schedules that are used in the
Anne Arundel County School System

.2: Be able to identify the type df'tchedule that is utilized
in their schocil.

3. Be able to identify what typeP.Of information are edund on
tile master schedule.

List Tentative Schedule of Events
N

ExaminAtion of materials
Complete exercises to achieve above obJectives
Complete evaluation exercise

:Briefly Describe Content
t .

Types of mater schedules with examples ,-
Examples to develop familiar y with the master schedule
Exercise`s to show understandin of the mster schedule

,

'Describe Types of 4xperieilces TO Be Provided for Participants

ta.te Me thods of Evaluatin

Reeding ReSearchihg
e .

Distupsing

'Partici

11,4 . .

1.

..Latening

Comparing

I

5'

ants' Attainment of the Ob' t ves

Performan90 of skills listed under. opjectives.

.. , 94
4

qD

Prepare and Adman.; in.quadruplicate to Asso'ciate State Superinten&nt,
-

Aureau of aduentino41 Pr0#414ms



APPENDIX A (cont'd)

PLAN FOR INERVICE ACTIVITY

THE' DEPARTMENT SCHEDULE

StatC Specific Objectives

1. De able to determine thej"oom needs of a epartment
)

2. Qe:able eb.,,,construct a Dpartment.Schedule
3. Be ,able to estimate the number,of'teachei4s needed for

department. '

40

cd .

Examination of materials
2. Performance of exercises'
3. Performance of evaluation exercises

'List.Tentative Schedule of Events

I

A

Briefly Describe Content

introduction
Exercises designed to develop a 1epartment Schedule
Exercises designed to determine teacher needs
Evaluation Exercises

Describe Types of Experiences To Be Provided for ,Participants

Reading Responding

'Exampres PaVapirasing,

I

Comparing,

Discussing

1.

Problem Solving

.

State-Methods of Evaluatin. Partici, ants' Attainment of the Ob'ectives

Performance of the skills liSted under Objectives

95.
0

Prepare and Porward in Quadruplicate to'Aisociate State Superintendent,
. nuerAu.of 4ctuomtintiot ProarAmm

I

1



APPENDIX 0 (cont'd)

AN FOR INSERVICE ACTIVITY

WHAT GOES ON IN A GROUP

State Specific Objectives' r.

Pak,lcipAto wlit:
1.

ito'able,to lieVelop.sderal
techniqued to 'snowsworani;eNof a group.

2. Be* Able to analyze and 'help others analyze t e processesof groups.
3. Be able to focus on and summarize the progr s andprocess of a group:

. List-Tentative Schedpleof Events

4

Functions of a group
Types of behaviors found in a group'Exercises and evaluatibn

Evaluation of materials
Performance o Exercises
Performance of the evaluation

Briefly Describe'Content

- r
PP.

1.

DescTibe/Types of :Experiences To Bet Provided for Participants

ReAding, Researchiing
Sociogram % Comparisons

ParaPhrading

Observation* Questioning. DiscusSing

.

,

e Wethods of Evaluatin Participants' Attainment of the Ob t'ves
'

Performance of skiLls listed under objectives.'

06
to and Porward in Quadruplicate to Associate

* UmOodu
ate Superintendent,

CuAttraimoot ms

4
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APPENDIX 0 (cont'd)

I NS VRV IC Li, COURSE' I NSTRtiCTOR

. J. Matare1la

Jon i c .13 c k R:rousid ,,
.

..,,

D,i4g rei ,14,'EO- -: 9
--..

, .,

0

Year grae0 1965

maior Edue. Supv:

Brief Rsum6 of Professional Experience

Teacher grade 7 - Generaltatucation Marley .Jr. High - 2e years.

Foteigh Language Department Chairman'- Andover High School - 3 years

,IngtrUctor 7 Education - Towson'State College_. - 2 Years

Supervisor of Instruction 7 -12 prooklyn Park High School:- t Years.

t.

Current Assignment

Coordinator
, 4'.

f Instruction K-12 ,-. Area I Office, Anne Arundel County-
,

Puhlip\School6 s,.
e

..,',.
o , ,

9'

-".9

119

ri

4

,

. ty
'31

. ,
repaie and- pp afd.in Qua plicate to Associate' State Superiptendent,

.., Bureau alducational.Programs.
,/ /

,.. .
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I
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APPENDIX 0:-(Cont'd)

PLAN PC111 rNslailvICE ACT[VITY

,,OIZATION AND OPERATIO4 OF AWiE ARUNDEL COUNTY PUBLIC tiCHOOLS

State Sp'ci1ic ONoctivos

91

Participant~ will:
1. Bo familiar enough with the linarldPolicx, School Law Ilandhook, and the Board of

' Fdocation Document to quickly locate-items of specific Interest to xheir depart-
.

ment members,,studerits, parents,- community.
2. Understand the basic structure of the organization of the schoOl system well enough

to identily positions to which specific responsibilities have been assigned.
3. Be able to identify-specific kinds of services available from their area and

central offices to assist them, their depahment membersy and their students.

ListTentative Schedule of Events,.

...xamination of materials

Reseach specific items in documents
Interview staff member(s)

'
,

:School policies

'School Laws,

Organization of.
School #udget.

.

Describe

Reae4ng

,::'Paraphrasing
I' Researching

447.

ta e.Nler'hod

'Pea

Prepare

4 "7

/
. ,

Briefly DescObe'Conl:en

//
.

e Arundel omnty chools

- ,
es of x eriences,qo Be Provided forPartici ants

,

ipteryewing
Ozveyini,
Quest4ioningl

;.

WV;

f EvaliAlatin Paiticiants'

Responding
Discussing

1-

S

Attainment of the Ob ectives

nce of skills. listecLunder obljectives
.

4 ,
1'

4

. .,

nd Porward in Quadruplicate'to,A

\ , 6 pu
I

.
. 7

N.

80clate State Superintendent; .

Oati-a-604atidn'al :programs.
1 .

A

Jy
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,r APPEN00 0 (cone .'
,i'LAN scut OsPAVrt7n.INCTINITY

M AKING ASROOM
(511$ERVATiONS.

State Specifi:c tibjeciv(s

.To assist the participant in developing and Using'classroom obserVation instruments andtechniques.

List Tentative Schedule .of Events

.

4-Claseroon) 66servation6,'."

Briefly Describe Conterit

., ' .

, Observatipnal InStrumerses:
.

. ..- ' Obseryational"Techniques

4 A

\
4

.#)
\

. fy r
- Z ., :
t

. V
t

Describe Types of.Experiences To Be Provided for artitipants
rl Reading,

differentiating,',identifying.,.in erring, developingiilstruments, observing, comparing/ discus:'ng.
.

h;

-, t f 1.

e MeghCbds ofEVNTUating
Participants' Attai

1latticipants will be certified' whenitheYca
ability

to'perform'objectives'listed under. pecific objectives.Eva cation of 'the participant's,co4etence mili.bd judged by the-,ipdividual's immediate superior and a tra' in4 advisor-a member
..-

of the competency-based
training program committee..

.
, .

9. 9

.

, ,

. .,, , .... ....
CO fian4. Porwiked,in quadruOicapoto Asscciate Sthkr Supertntondent,... 1.

, t , O M AO t4&
itdulcAtttwsot o....0..141.

.; .

i., ,::.

1

4.

.4

I
t

A

0

';



ti ,APPENDIX 0 (cont'd/
IINSERVICU COURSE OSTRUCTOR

is ,ilchard M. Milbourne

. 93

Academic Background

Decree M.Ed..

Year Granted 1970/

'MAjor .EDAD

Brief' Resume of Professional Experience

Classroom teacher 1.961 - 1966 Parole elementary School, A.A.Co.

Asistant principal- 1966 - 1969 Millersville Elementary School, A.A.Co.

ePtincipak - 1973 Severn Elementary Sc,hool, A.A.Co.

Assistant Direc'tOr - Area IV 19-7'3 to Present
.*

Associate Professor - Bowie State Evening CoIle e 1970 to- Present.

t.

I-

1.4

e

,

Current.Assignmeni

Assistant Area Director, Anne Arundel CountyPtblicSchools..1

o

.41

It

. . \ . i
e .

. \ :...
;

. \ .
0.1......orr.mftrmwrmommk

. c-
.,/ . ..'

. . 10 0 I. ' $ ,

Prepare and Pocwitid in quadruplicate to Associate State Superintendent,
, Ouroau oilducatIonaLPrograma



. APP.ENIX 0 (dont4ii)
)

. PLAN FOR 7NSBRirICE
leiCalVITy

;F:l.to'ASSES;;MENT Ni' ATTITON:: By EDUCATIONAL LEADEN;
. State

.

.Specific Objectives . .' .
,.51f Assessment of attitudes. by Educationzil Leaders::

ik
Participants. will:

.

, . :
1. ENplAin the Pygmalion Effect

..
,

.
.

2. Ekplain the.unbxpeeted outcome
,

3. rdentify'your attitudes about ob'servationai ftnctions Add ,,
the motivations

for.peoPlersworking,behavior': Identify your paisonal
flexibilityand your attitudes 'about

.'
this'characteristic in yourdelf.

: .5. Draw, rel'ationship's among your iesponsets and decide if you wish..to change behav_iors and Lttitud'es. ,, List Temativ
.bcnodule of Events

1.
Assessbehavi,or,-Ilie X-Y Scale2., Ex.amine theories of leadership.

,

.. Determine flexibility - Flexibility Seale
'

4. Analysis of 'Relationships,
.

.

5. The Pygmalion Effect
.4 ilo.,

6.* Stereotypes
7. Evaluation of Exercises'' L

,..

V A

Briefly Describe_ Content
.

...

,
.

_94

1. Educational
;$eaderJobAttitudes2. Individual Ldadership Theory3. Working RelatianshiOs

Identifiable Incqnskttenoies4. ,Analysis of the Pygmalion Effect5. Analysis of Stereotypes. - GrOups Individuald

.4.4

escribe'Types Of Bxperiences To Be Provided-for Phrtici'pants1, Identify parts of the Pjmalion Effect .
1

.2. Use multi-media to project stereotypes .
,

. .

3.1'DeOrMine individual' working style and working
relationshipi,'

A. Work ,'individually and with small discussion groups
.

. 'remonstrations and discussion' of'techniques to assess technique'sof Ediip.ational LeaClers. ,

4
.-

..
.1

liethodg Of.Evaluatin Partici"an *s* ,,,Attainment of the 46b edtives
artkcipanti' will be certified. when th'el can OmonsirAe the'ir:,0Ibility, to perfOim

objectivesAlisted under.
specif#'00ectpi&s.:: .t

A
.ilaluation of the

Paripant's,(tompetence Will beIudggdbithe*ividual's immediate superior. and a training advispp-, A member,f'tho tompetonoy-baaed training program committee. 1 ,

,
Jot . Vo

10 1' .;i and Oontatd-in
Quadrupl4catt to 6

. .

'.
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APPENDIX 0 (cont ' d) .. ,

PLAN 'PM INSERV ICU ACTIVITY,.
4 ,
VIE EVALUATION 00 LEARNING'

State Specific Objectives
!

. ,

, will: .

...

,
.

, ' Expa'ain'and give- examples of summative evaluaqon .-

2. Explhin and give dxamplcs of formative evaluation
S. Explain similarities and differences between diagnostic, formative

and summAive,evaivations.
ll-4'. intepret MAAP test profiles '(School, County, State)

.,

5. Interpret individual and clasp criterion reference scores.
, ,

6. Identify, and use evaluation techniques for affective objedtiv s.

List Tentative Schedule of Events

1., Listen to cassette'ltapes'
2., Test usage. and. construction
3. Read information sheets
4, React to action tasks
5. Interpret graph, and profiles,

Briefly Describe Content
. ,

f

1:. Summative.Evaluation, '
,

2. Formative Evkuation ' '-'

3. -.Disgnostic'Evaluation'
4. Test Profiles.(Norm)
S.'Criterion Reference
6. 'AffectiV Objectives '

t, ft .

Desc lbe

3 \

es of Ex erien es To Be Provided for Partici ants
. .

. ,Use summative techniques to evaluate Student'learning.
2; Construct a tabl of spedigications
3. Evaluate studentlea nin g formatively
4. Interpret student a d. clads criterion, summaries
S. 'Use, of. the Semantic Differential Technique

I ,
'

. .
l'

. . - ,

ate Methods of Evaluating Participants' Attainment of the Objectives
. ,

'Participant will be certifiedyhen Vhdy,.canp1 demonstrate their ability
to perform objectives listed,under ageCifid 'Objectives. Evaliation of Ui.
participant's 'competence'ciill be fudged 15Y, the indiViduai's inimeduate
oupqrior'and.a training Advisor ==a Member of the competency-based
training *ogram.coMmittee.

member
,

.

'10

*: I
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APPENDIX 0 (coned)
iNSEKVICE COURSE INSTRUCTOR

7,

96

Bacicaound',

Degree Masters

Yogr Granted 1973

Major Education 4

rief Résumé of Professional Experience

1Q64-1965-Teacher - Randolph County,, North Carolina

1965-1970-Teacher - Anne Arundel County Public Schoolq

1970-, Present - Administrative Intern, Anne Arundel Count

A ..
. .

.

.

!

%.,
,, .

.
4.. .,.

.

C -. I
,

.
I

.

leo %

*.
.. 4

t

,
.

i ..'
.

I) -
I

_
,

. .
/

' .

.

.

.
.

.,
t

.

trent Asiignment
.

i

Administrative Intern - Anne Arundel County Public Schools
.,

--_ ----.

-

,

,

..

.

.

.
,4

.
.

.,

. .

.

,

. .
.

. . 103.
7

.

4

c

pare and Porward in.Quadruplicatc to Associate State sunprint .11,nd nri. G._
Bureau' of liduc*tional Peoilt4M r

1

44

51



APPENDIX 0 (cont'd) .

FLAN FOR INS1aRVICE ACTIVITY

SELFCTING PLANNING AND EVALUATING, MY USE OF TIME

State Specific Objectives

The Participantn Will:

). Acc-urately on-job performance
2. Determine and assess performance priorities' of-time
3. Identify any reemphasis of time 1.1sg'-

List Tentative Schedule of Events

1. Categorying time
2. Recording results
3): Revising' results

97

Briefly Describe Content

Content deals W th afrective .use of the D.C.'s
time.

Describe Types of Experiences To Be Provided for Participants

Recording
Classifying
Revising
Answering

Lte Methods of Evaluating Partic'ipants'' Attainment of the Objectives y,

Berfdrming of skills listed under objectives.

104

pare and Forward in Quadruplicatetto Associate Sfiatc Superintendent.



APPENDIX 0 (cont 4d)

PLAN-POR INSERVICEACTIVITY

WHITiN0 A cOMMUNICATVON

StalerSpecific Objective:3
PartielOnta

S.
ft

ammunicate written ideas, proposals, and directlyes in clearlanguage by incorporating the concept of a person in ydur writingand by demonstrating awareness of accountability in writtencommuniques.

r.

List Tentative .gchedule of Events

Read exercise material
,Responding to questions, fetters, etc. inwriting

0

Briefly Describe Content

Identification of Persons
.Identification of Point of-View

.

Identification of Relationships in-writingCommunlcating the,Written Word

Describe Types of. Experiences To ,Be Provided for Participants

Re ding
Wri ing

,a. answers
b. memos

lettem

ate Methods of Evaltfiting Participants' Attainment of the Objectives

Performing.of skpld listed under objectives.

105
pare and Forward in

Citiadruplicate,toWssociate State Supoiniendesit\.

linetiot1410 ndlitigirokiaA**



/
APP.END1X 0 (coned)

PLAN FOR INSERVICE ACTIVITY

INTERVIEWING ily0SPECTIVE, PERSONNEL

State Specific Objectives
4

The Participants Will:
P

.1. Understand the role drthe
departMent chairpersOn in anemployment interview

2.''Devise an interview
strategy for selecting the bestpossible candidate

3. Identify specific personnel qualities required for your
.

, department.

List Tentative Schedu,le of Events

Method of
Identification of personal traitsMethod of
Identification of specific

departmental skills
Method of Preparation for an interviewMethod of

Identification of specific
leading.skills

Briefly Describe Content

Reading:interview process
Preparing interview to'select best candidate

Describe Types of Experiences To Be Provided
fot Participants

Reading
Answering
Questioning
Discussing

It

tate Methods.of Evaivatin Partici ants' Attainment of the Ob'ectives

Performing, of skills listed under objectives.

100

epare and Porwird
in Quadruplicate to Associate State

r



APPENDIX- 0, (cont'd)
'PLAN FOR TNSERVTCE ACTIVITY

NEW TEACHER
ORIENTATION

State Specific Objectives
The Participant Will:

100

1. Ukiderstand the role of the D.C, to the orientation .process.
2. Design an orientation

program for your department.
3. Relate the school orientation prograM to the

departmental
orientation program.

List Tentative Schedule of Events
Reading selection
Learning about school orientation

§,

Briefly,Describe4Content

0

Explanation of the orientation processStudy of orientation process in a given schoolPreparation of an orientation program

'Describe Types. of Experiences To Be Provided for
Participants*

A

A

Reading
Planning

'47,Listerlinv
discussingEvaluati g/Critiquing

e Methods of Evaluating
Participants' Attainment of the' Ob'ectiveeN.I \

Performing of skills listed under objectives

cc and Porvq.rd
in* Q adruplicate

107

o Associate State
Superintend'ntDurvati at R



z. APPENDIX 0 (coned)

INSLKVICU L.um0a Le.Jiitul,AUA

..,IchacIDE.'Tripliett

,JemIc Background

,Degree 0. M, Ed,

Year G'ran'ted 1972

.
101

1 r/
I.

Major Reeding
i )

'Br of Resume,ef Professional Experi?ence
.

o_

*

Teacher - Grade S Richard'Henry Lee (1 year)

11,

-..--A.

t

ik.

l a,
o'o

1
. Teacher - Grade 6 Richard Henry Lee (1, year)

., l'Teachirig Assistant Principal (Southgate Elementary).1 Year

A'inistrative Intern - Southgate Elementary (1 ye%ar
. ,

, . 1

Assistant Principal - Lake Short Elementary,(2 years) s

. ..
s Assistant Prin,cipal - Point Pleasant Elementary (1 yeai)

a

A.141 experience in Anne Arundel County

----4t------

i

, s

,,

,

A

Current Assignment

Principal - George Cromwell Elementary School
c

- Anne Aiundel CoirOt
.

' Pugs3.71.c Schools
.

. , .

,

.

.

.
,

. . ,
.

.

.
-1..

.
.

. .

.
.

,
.

.

,.

108.
. ,,

4

Prep4re and Po ard in Quadruplicate to Associate State Superintendent,
Bureau of Bducational Programs7 i

V . /
, .



.APPgtlot,X 0 (cont!d)

PLAIti'VIR TNSIthVICE ACTTVITY

DEMRTIIENNAL FUNDS ANQ EXPENDITURES

State Stieeifie Oblectivei' ..N

. ,:,' ,, !
- r

.

,- .

I. Tei:assist the,participant in examining the relationships
between making budget requemsand re4uilAtIni: ,.#:.

f

.40

List Tentative Schedule of Events,

Review Budget
Identify Needs
Budget ConstruCtior;
ProcedUres and ?Oliow Through

,
.4

Bri,erly DeicrIbe. Content'-
. . r . - - .3,...,

Budget:printouts i

Requisition forms ,--

'Budge Procedures.,_::
get Management.

;

-

.

II. . .
,

,
--1

.
. -

Describe 'Types of- Bxpe'rientel To -Be: Ar 1.6T---.cled for riditicipant,s
--1' r- .

-------
. . ..---

-_----'
,

? . .

Reading anal'iis, discussi,n, practi e
(,,- .

102

.

.,

4
4

tie Methods of EvaaUatin& Participants' Attainmedfl the Objectives",

-:-

. -)

,1, whenwill be,certifie when they can demonstrate their
-ability to pgrfoi-M objectives listed under specific objectives..

.

Evaluation of the participant's,competence,will be-judged by-the
,individual's immediate superior and a ,training advisor- -a member
of the) voMpe'tency7based.training'progkam committee.

, 10.91
faro Apd46rWArdin (1411,drUNJOALO,t6 Sidio.huporinikTOonte

441g0AU at UducAtion41 PrOillAMSi



e

..

e

Jlivcr Vrttig

$l

Background

*-

Degree M. td

APPENDIX- 0 (coned) "
INSERYICE(60SE INSTRUCTOR

Year Granted ,1965

Major Educational' A-dministration \

Jtt ./ %,
Brief Resume or ProfeSsibnal Eklerience'

Mathematics teacher, A. A2\60. PubliiSchOol 1959-1963

;

103.
ti

. ..

Assistant Priricipal, Corkran J :'Fiigh-, Annapolis Jr. High, Glen Burnie H'i'gh
1963-1972 , * , , / .

'i'

Principal, Andover High School 072-present. V
,

, .

Instructor, Modern Math In-Service Program 1963-1964' 14"cr.

lebimmitcet member, Committee to Study Role of Depirtment Chairperson, Comenittee
on Secondary Staffing

Current Assignment

Principal,.Andover High School, Andover Rd., linthicum, Md. 2100
. .

4

110

4

00,

1

;



APPENDIX `a (coOt!d)
;PLAN- IN/SERWWACIAVITY'..

UNDERTAND ea; YOUR ,SCA1001 COMM}1N
. ,

J.

State S{eciftc ,

,
.tduaiized competency based Ica'tning package' for department chairperson

. .

;;;,,,,ied to he4p them.

the geogrpphic:characteristts of eh8 school Comlnity.
14entify the demographic characteristi/Cs'Of the- school community.
Identify "niddcn characteriSics` in tgcschool com!liunit
Identify and list'eommunity resources usieful in a dlscipo.
pcsign strategy for using communit7,resOurces.

Llist 'tentative. Schedult. of Events

Participantkwilldefine sci2Ooratten0ance arca, through interdcw, examination
of Sc;i5o1 records, field trips. Th,demographic charactcHstics will be learned
theouob investigation, interview, field studies,.and reading. PartiCipa0tW1) use
this data to Identify,pOssible educational resources in the school community and

will devisC a strategy to integrato:,these into, the instructional program of his
discipline.

,

`104

O'ar

ne community served by die, schools". 1105 will be expected to. investigate the geo-
graphic a demographic chatterligits:of the Community which determknO needs
and influence.the instructional, progi",am.t "Uidden tharacteristics,: thoso less obi1ipus
factors wnich can have impact on an lnstreuctidnal program, will bicinvestigated.

Lsing the data collected,' the particiPArit will be expected to desIgsn a strategy
.

bring community _resources and the seholiritogether.

.

Brief11. 11.acribe Content

,

clpan will work. endhiidually.p'Wth,colipagues, and lay persons to learn about

,

Describe Typed'of Experiences to be Provided for Participants

Participant will be involved in the-following experiences: interview, basic field
'investigition, meetings with colleagues, written reports, and 'oral reports.

State Methods of Evaluating Participants' Attainment of the Objectives

Formative evaluation -is do
package. Evaluation, of th

imrediatesuperior
com4etency-based training

be based on the written wo

c by the individual pa,rticipant as part of the learning

participant's competence will be judged by the indrvi-
principal) and a training advisor - -a member of the
eegram committee. Individual competency judgement will
k submitted by the participant and an evaluation confer7

once conducted'by the principal and training advisor.



a APPEND.I 0 (can't' d);
.1. A

:.' PLAN FOR IN;EICL,AtilVITY
r 105

Estaliti*shin'g 'Goals*, 6, j c c c i ve's , and Woristlos .-

,, 4 s.
.

-.

. i

(7-

..

sr
ie.:,

state .S,-ieci I id' Oujetivei )

:(inc gEEDS, GOAU, pOJECTIVES, and PRIORITILS. -

identify ways to CietermincEEDS of an organization. -
, "\identify SOutC06 of informa-aon for use when determining goa

Tieveloprind use a model for hteds'asseSsmmt ,end foal tettlog
.....

T C tat 14.11 e Event's

,

and-objectives.

,In tially the participant will examine aorkinq definitions for Ne s, Goals, .

Obj ctivcs, and Priorities. These will be refined to suit indivi uat's 'area of.

'Tes onsiWity. The next stcp wilf irie ude the examination of model for needs

assa,s6ment and goarsettiog.This will jpclude a step -by -step ,walk through. The
heeds assessment -goal setting model will be adapted for use by the individual in

his job setting. The Model will"be used in a praeticalsituaion and evaluated.

.,

Briefly Describe Content

The unit consists of an ,indimidualized competency based package to be used by a

practicing or prOspective deparAment chairperson. The training exercises included , '
require the particip-ant to examine definitions and procedures for needs assessment

and coal setting until'he has gained competency in these areass The definitions

. and modes,arc adapted by.the-participant for use in'his particular job,setting. " -

The final form of the definitions and model are applied.to a practical job-related

situation.
,

- ,,,, ,_
. -

.

. 4,.

Describe Types of Experiences.% Be Provi-ded for Participants

ParEttpant will deal with some factual examples related to needs assessment-goal
setting presented by the package. Emphasis will be on using these samples as a
guide to the devqlopment with models which are to be tried by the particfpant.

Tne participant is expected to_interact with other professionals--superior,
colleagues, or subordinates-during the work phase of the package., The intent of
the. unit is to provide the practicing or prospective department chairperson the -

Knowledge 'and skills to adequately perform department level needs assessment and

goal setting within the total gehool setting.

. .

. v

State kethods of Evaluating Particpants' Attainment of the Objectives.:

Forative evaluation is done by the individual participant as part of the learri'ing
package. Evaluation of the participant's competence will be judged by the indivi-
dual% immcdiate su erior (principal) and a training advisor--a member of the

)

cocyttency-based tr ining program committee. Individual competency judgeMent will
be eased on the written work submitted by the participant and an evaluation confer-

ence condUcted by the principal and tr ining advisor.

\1\
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CaU4TY

TIME.

AP EADIX P

106 .

6AXI I PRACTIC It &RJUP - RECORD OF AEETIdGS,

t.1%41Y ' :tOCATIOA PURPOSE

4/13/74 7:0 p.m. .7I61CovP qton Finalize first draft of practicum
'proposal

4/..y74 :30 a.m Chinquapin annex Preent' proposal to directors;

.4.,%/74' 3:30 p. ,. ' Area 1 Office Discuss proposal with E. Oikle
, , ,

,( . Prepare proposal addendum

t..,/11/74 m. ,e Chin

3:30 p m: Are 1 Office

uSplp annex i'Present Addendum to d'irector'S
,

Determine roles schedule

, 7/2/74: 3:33

7/J/74

Ar z.I 'Office

3:30' reen StTeet

7/1'x(74. 3:30 p.m, Area l'Ofice
5(

7/23/74, 3:33 psm.

/6/.-A 3:13 p.,.

3/1a74 7:30 P.

9/25/74 3:00:p.

1j/3/74 61.3 p

10/3/74 10 30
2 :

II A

Area I Office

.Hollywood,'Fla.

. 7950 _Covington

tn.

13/17./74 3:'30

13117/74 :6:3 p.m.

1O/15/74 7: G p.m.

p

11/4/74. 7 30 P.m:
ti

11/13/7k

q551 Cbvingpon

Z13 S.. 'Carolina-

Cilninquapin annex

; 0
I

Office

644ovin6t..cn

Ak t
. Th5r Covington

642 Covington

Dicsuss assessment, field testing,
research ..,.

A.

,
. .

Sub - group meet with Dr. Aisobrook Ito
distusilzeseircb:diethods.

4- .
IndiNidual pailiciliantlirespOnsibi3iiies,',,-
ERIC'&.CIJE Search, format

1

f . ,

1 '

Final draft` proposal

Unit design, resources, survey
.

Proposal status, forTat, researcii

Sub=group 'research

Uriit
.

critillUes',,generalizationS
.tr

'Aeet with practicum Observers,
review survey units

.

Field testing, Unit review

!Unit reviews, Addtl e'alcunits

RevieW proposal addendum, evatuaiida
A

Brainstorm newly,assvied units

:30 p.m.-. 543 tiAle Ridge Survey results evaluation-- fitld
Lane

.

.
testing , -

..-,.. .. f

..

k .

0
$4.'",.. .

t 11 47

, -

4.
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APPENDIX P
\

(contsd.

dATE

1..1/23/74

c../2/7

12./je74'

*1.

TlhE ,

'OP

#

LOCAT16*'

,;:30 a.m.

7:30

7;30 p.m. .

/:30

1:jo.p.m.

273.5. Ca'rolina

7950 Covington

7950 Covimton
, .

7)51 Covi.ngton
e

7J50 Covington

7:30 p.m.

4i33

4/0/7) 7:30

:.)/7/73 '7:30

./22/7 7:30

6/3/75 7:3D

/1?-/7ti

6/24/75 3:30

171/75, 3:30

7/'../75 3:34

0/1)17)

r)/30/73 9:(210

617 Covinoton

p..m. -7350 Covingt

'a.m. 7951 Cpvin'yto

p.m. 7):?1 Covington

p.m, c p:30 tolingtog

pm,' .7)50 Covington

647,Covington

p;17). 647 Covington:

p.m, Xrea I Office

Area'! Office

d.41: Area I Office

p.m. 7)51 Covington

7)51 Covington

t

114
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'RURPOSE

Planning for field testing

Initi"at field testing'repoits A planning

Plannlng for field testing - second site
unit reviews

AddendUm to Proposal Y unit revisjions

1

Preliminary field testlresults reviews
.. I..

MSDE^Credit epOl(cation Heeds,ASsessment
. device unit modifications 44' .r : ,

Unit modifications based on FT results

Unit modifications based on FT.restflts
.

Completion

Completidn

of MSDE Credit Application

. -
of MSDE Credft-Applicatiori

Writing assignments (report iectials)
.

Writing assignments (report sectfow)
. .

, Unit' modifications

Fi nal Field Test report

Review of unit modifitAtions

RevVew of Research 'Section-of. Report
kr!,

Format & distribution decisions

PlanOng for implemetitation

0

:a

'
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COMPETENCY BASED'TRAINING PROGRAM GUIDE

Orientation_Unif

INTRODUCTION

You are about to begIn a unique training experience. lease study this guide

carefully, and perform,' he needs assessment activities carefully and thoroughly.

You.will be helping to sign your individual training program from the competency

components. The skill you use in dealing with the needs assessment activities ,

to a large extent determine the amount of success you eiperi6nce with-the program.

ti

Some CharacterOttics of the Rrogram

1. COMPETENCY BASED - The program is competency based in 'that specific

competencies were identified by administrators and teachers as being necessary to

the functioning of department chairpersons under their new job description. The

.
program Also borrows some notions from the CBTE (Competency Based Teacher Educiption)

!

movement in that credit will be awarded to participants, upon their certifica Lon

./
of competency in the various units inpiependent of the amount of tithe is spent

developing the specific skills and knowledge which make up,the bto petency '

areas.

2. INDIVIDUALIZED - the program is individual zed in that you'are ab)e to

assist i 'the selection of the units that will make

gram. Yo will, with t4 approvalrof your prin and training advisor, select
,

, . 1

,..from one eighteen units or competlenCy (that you feel are 1 most drgint for

.

you to pursue at the pre4ent tim

. .

11, a SO have the opti p of redesigning

--- ..

1

and -,#1 1, 6 the units,' at' you h. e selected fron the progra if you feel you
,

Can coM up ith more relevant and

41/11 tives.'
/

This

up your persona training pro- i

ersonalized activities to each the unit objec-

would, of course, nee to be done with the apprOal of your principal

1.21,
.



1

\

\

\

and traini g advisor. (We encourage you to da this--we want the program to beam'
1

. exciting an positive way for'you to grow professionally and not a series of hur=
\ , 1

dies \for u to leapA l'
. .....

, ,

3. SE F-PACED - it individual izatlion comes-sellfpacing. Once yoUr tailor,

made Orogi-aM haS been O. proved anp a reasOnable time line for completion of the

\

t

.

I ,

.7 4 4s .

1 h ,
1 ' o , :.. `

units has been established,, you are, frel to deteklne your, own pace. You may Wish

0

--

to wOri4. on uni s one' at a ime.er work on several at the. same time. For your con-
,

., .

: \ * .

venience and you to complete'the exercises at a reasonable pace, your

contract will be1 brOken into semester segments. Additionally, you will be contac-
t

. .

te.4, by your training adviso at least quarter*,. Whenever you complete a sirens

. ,

ofunits, you may request a certification of competency conference.
.

.:.
,

4. FLEXIBEE - As you an readily, grasp, from: the toregoing discussions, the
''

4 . *
Nome '

s
4 ,

program has a great deal of flexihilituaVt'in cie recognize that individual

parcipants will approach hips program with a variety of b.kkgrounds, experiences,
,

1 .

.

ways of learning, and need's and:have sought'to Stake these into account as the pro-.

gram was being developed a d a ptacedures were adopted. We'invite your Comments,
41

reacaons, and criticisms f all phases of the program. The developers and train-- .._

.; 1 .. , .
. ,

.. .

ing adhsars will be meet ng at least 'monthly to review the selIct.ions, progress,
4. 1

and comments of participa ts. We want to keep, the program up-to-date and respon-
.,

.

sive to the needs of tho a pr pgring to assume the instructional improvement and
A

.

instructional management roles necessary to the functioning of aqirst-rate school

system.' . \ -4.7.4 -, ' .2 N *N..4. \ 1N . .A.:\Vil:. ` 0
'

. , 'igi.....-

Program Phases . . ,. I

,

,

,

. . . ...0 > ,

.
You will 'oncdunte three phaSes in the program:

, . .NO

.41.

,.;

'Phase I The par ictpant, his_principal, and a trainingaavisovili Jointly

perform a needs assessment activity and select appropriaste units from the program

.

.4R 2

60

.
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.
- .

r
(and elimps modify others. ag e :SW1 11 thenneed jr. rt"-

, .

6.

'

Speci f ie;.train i ng prdgram for stha/ p lc' ailgfq.

;, \ i A
Pliase. 41 The partici ipa,;t wi 1 I p

. I .: \

been Specifiel iQ Phase I.

'c with other 'paiiicipants s 'appropria . The tinqs d r progrAM may be further modi=e

,

the activities and exercises that haV\
//'

ws.i 11 perfor these. dual\Iy or i n 'Small groups

become the

,.. fled or adapted' durtng this hdse by the fa.4-0'cipant with-the'approval of his
%

.
.

principal thetraininq advi
, ....,,

. ,

s
,

Phase II I jUpon ,completion
0.

' . -;----_

prescribed u its, then participant wit' meet
-4.-'

with his pYincipal and tra.i.4444.advisor. 'fter'exami ing any prodycts developer'?
.

.by,thepartidkpant during the Course of his Ac tj ties and after discusSing with
,

the participant'activities uncle taken as par of the prOgram, the principal will

either certify the participant's \6mpetency
i

/
Re skill:areas Of the target units

or (with the lisistance of the training advi r), prescribe additional activi-,

. 4
4

or\xercise$ within the scope of 'the :targerspin r tencies that had
_
been deter-

d 'i% aSe. I : Onceik ur. competeriLe in the sbAOi '' arget area have been \

.

.

.-

'..

ied *by the principal , y0211 reedloie from one to nine credits (either MSDE
\ : ., -., :; , ,

, A
s i ty) Apendjng-tipon 'the..pqm ir anii kind i s f un i ts completed- and the- .

. / s-
. ----,v------- 1- ,haye made with Your tra IA adyisOk..

-,..1.'s . 'r
, ,, .

, #..,.,\NOTE ABOUT tRED1TS:
..

.
'.:

. ..,:- ',
,

,

.1,-- .

'Up to `.4 of the 30 credits beyon):1 the Bachelo Degree.n ede Al i fy
..,

..:

, ::
t . .'''.\ . , .

Iertificate
.

.

fOr anqdvance: Professionals i may t4,-MSDE /OrkOo.Credit
,.. t

.

..ce 15) 6
,

,. : *
'.

, . ...
...

n iveri I ty re t may .beusedlta .quati fy ' for "-.gh beyond!' ,1 nprement.
....,,, .... .

1
:; : - ...--..,:- ,-,

. _.:4,:*=:- .
..- ,,-,-.. . 4 ,....:1' .:' - ,,,,, . li 1.-^
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ce.

401, Units

.

c

Each unit is esigned to develop Skills and anderstandings in a specific
0

1

',competency area.. There.ar three elements to ea
.

heSe specify the expe ted outcomes in ehaviorally

st.t d.terms.. A listing o the objectives for all nits will be found in theeeds

\assessment device. A quick review of these obje ti

1. UNIT OBJECTIVES

Will give you a good idea

)of the scope of each unit and a 'summary of the p ogram.

2. EXERCISES - T se arp the learning and practice activities.which Lo/171ave

founCl.to be
,

helpful to p rticipants in meeting the unit objectives. There are a
1

varietyof types of activi ies--reading, writing,kgistening, conferencing, inves-

tigating, doing, sharing, ucing, etc. We encourage participants to work with a

\ s

1e, getting their opinions, commenting on partici-,their colleagues whenever possi

pants' work, etc. We alsä encour iparticipants to-discuis their work with their
'4.

principal and/or training adviJor th oughout their work with the probram., The

products and !earnings from your use o these exercises Will.alsobe used as, part

of yobr'competency.certification. f

3. EVALUATION - Each unit Wudes a

will be used as the primary evaluation of your

pstone" activi*_akhe'end1Which,
. .

ompetency 4n the unit's area% ,

.. .r . .

Additionally, as in ijated .move, other ei&rcise toms will support.your compet,
',T. .

ency evaluation.
. -0

.....

Self-Check , 4,. '..- \ ' .'

.
- 2, \ .

: 4 .).
4.` We've giveryou a loleorinfortmation Jii 16 ihortkel I would be

..;\

:\
.. ',..

s ... ..... \ ' \ < ;-,

ofitable for at, ,t. is pcOntto1-40 the f tlaiing,dXerOise &.chick,
-.I:,

, . ,
it ormation,presentao 'Aft.ryou haye pomple ed the..se

...--. :.:..-. . ..... :

rcise, 1:youi:_ahiltiel ith a.cofieague(mho has also read
, T.

'V

.chec

guide or c
' ""

. T.* ..,

cack he textt above it', nfirm the accuracy Of your respo

os

v1.24, ;

F..
I 4'
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I. The Competency Based Training Program oes not claim to be:

a based on identified competencies
b individuali2ed

self-paced
d flexible
e traditional

2. The program.p[o edures will assure that:

a all .participa ts will complete units at the
b all participants will select the sameunits
Z all units will be selected
7 AL participants will be successful"
e. none of the above.

'There 'erre phaSs to t_he program,

"
\

a one
b two .

. _
c three

. l' four
e five

.. \
. .

.. 04. ,The program (specific units) for an in rvidual wilrbe selected by:

"IV .

:.' a the participant With fhe'approval of ow pl'inc6at ando training advisor
. .,

b 'Oil& trbinipg advisor With thd approval Of the prIntipal and 'participant
c '04 printipal with the approval of the participant.and training advisor

. _ ,,

, zr the participant alone' \\\

,.(i
,
The training advisor alone.

l

same.tim

;'5. The.participantWcompiVency will be Certified,by:
.

a; the princfp'al
,

b 'thepaf-ii.crpant,.
,e,c the'tra0t4 adyisor .., )

.. .,,1 CiinsensuSoTall three,...-

,e as..prouvof cone'scolleagues
-...

4

.11h4ch'of the follckflog is not encouraged?

,,:.i-woekthg:tog.ether
1T

ivtth colleagues

-recainmending Chatige-io tare, program
: reCosmmen ng 069;0: to thOinIts .

4fiscuss'ing -actifvitieI'.Wi.th the pr, tncipal a d the training adv.i\
N



. MS9E Works op Credits an be' `used for:

a earain 'q Standard Professional Certificate'
b earns, an Advanced Pi-ofessional Certificate
c quail ying for l'of Xhe credits necessary for an Advanced Professional

-Cert ficate "-
d mee" ing the requirements for 30 beyond
e rdi bursement for college credit

Which of tlie following isjiot an elrentof the unit structure?

bpbjectivles
1=11,"/".

b exercises
1

c evaluation exercises\
7 a written.examination

"IS

After you have checked your responses, to the self - check, exercise and are confident
.

that you understand the basic features' Of the'programyou are ready to begin with

the needs assessment device. F How the 4:11iectio s

\
4

N #
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.-NEEDS ASSESSMENT'OEYICE

On'the following pages you will find ,a trst of the units ,.included in the.
..,"

Competency Based-Training Program. Prior to the conference scheduled for you,

. .

your principal; and ttl training advtsor,you should go through Oelist of unis
,

.

and objectives at least twice. On the first pass rate each unit according to the

.
4-

,

',

scale below

Mastery
t

1 = I can demonstrate this, skill' or competence now."

2 I.fiave only minimum 'competence hete, but other...things
ate more **portant right now.

.-

3 -= I have little competence:in this area and.needto '

' develop greater mastery of this lskill area now.

. . .

.

' Once you have indicated a leverof mastery for each unit, examine closely
- .

each unit for which you have, indicated a "3." *Then go through the ifit ,rate

-

A
-

1

these unitsaccording to th elscale b

,,1
The ratings you have given each unit.Will 'be reviewed at the conference with

Need

I don'trlate to thisunit:as structured; wilt-design
bre relevant experiences for myself etthe critique

prin
ne-,of my-colleagues.-.befbrer4--present---t evrto-my- --.

....-

tpal and train.ln§,advisor for approval. '':
...

---- _ 7 .: .'

,.,.-

B = l'will adap is.untit to fit My needs.;:angl if my-adaptaifons'

are approved.fi-11.-cothplete thuhfr-at adapte' ,
. - ---

y ., s...1 ..- L

.f. i
C = 14ill coMplete.the;unit-as written.' , ,

.-

il

. .. .
. ,,

your principal._and training advisor. Kt that time.you.will also.assign .1.112.11,...._

medium, or low priity to thephrtt that you.will need to complete..
. . . , . . .

......
. ,

.

\ . .. ,,--,, ' '

0

()
4

i
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'dr UNIT A \ . '

Self-AssessMent of Attitudes
., by Edutetional LeLlers '.-

.

You will: .

. .

i expla,in the Pygmalion Effect.
4,

explain, the unexpected outcome.

cjdentify_ydur atatudes_about .

observational functions and the
motivations fbr people's working
tOgeTer. .

.

I
.

Mastery
1 2 3 ...:w1111:.

.

Reed
A B C

_ , _

Priorijy

Hi Med Lo,.
.

.

"..:

. , 'UNIT E'
.

Identifying Learning 'Resources
.

17

Ydu
.

.

,

specify the locttion of the follow-
. ing items: company catalogs, direc-4,

_ story of Company-agents,:and-county-- -

.media services.
complete 6 search of company catalogs
dealing with prtnt and non-print_

mat`instructional mat
,

rials in order ,to '

list all materials available on a
specific topic. .

summarize the proc dare for obtaining
instructional-mate lals or services-
from: 'county central office, area'

office, or commercial vendors.
_ ,

explain the Board policy dealing with
the p ocess of evaluating and ele4t-
ing b is andsupplementary
instru ional materials.

...

.
. .

.
,

k

;

.

'

.

Mastery ,

1 2 3

--, ----

'Need,

A B C

Priority
HiaMedlo

'

-1 .

.

.

.

.

' UNIT B
.

,

The Organization 6 OperatiOn of Anne

.

00,,,,,A ,

You will:

be familiar enough with the Board

'

Mastery
1 2 3

Need
A B

Policy-Book, School Law Handbook,
end the Board Of Education Budget

DoCument to quickly locate items
of .specific interest tdoour, 011

depattmenemephers, students, parents,
or community.. .

understand the basic structure of.k

organization of the school system
.well enough to identify positions

to whichspecific responliii)ilities
have been assigned. .

be able,to identify, specific kinds of

.services available from yo r central
:and area offices to,assist yOb, your
department members, and yo r students.

Priori y

Hi.Med o

.

.

"

A
.

UNIT F
'7.*

0Estabilshing Goals
.- ,.. 1

Objectives, 6\11r,Orities'' ...;
. -. A-

YouY 1:

;
. .

. ,.

41
- ' ,

define needs, goals; objectives,
and priorities.
di'stinguish between snstructzdmil.,:.

objectives andhsunagement objectives.
identif ways of determining pegri'
of an or, nization. ,1

4 identify t source§-of informatiow:
1, (Inpb1 ts)- for- thering,data to Use, .

whenideterminin °Os and .

objeCtives
use a goal-settImg ITO / for .

, accomplishing goals'and objcttyes .

for your area of responsibility,
adapt the g641- setting mptid __,_

'

"

:
.

Mastery
1 2 51,

Need
A B..3

Priority.
Hi lied Lo

-

'

,

,
.,, .

: : -UM t
Making Classroom Observa ions

0

You w411; , ,'

develop and use a 'process fOr,design-

ing' and using classroom observation
- instruments.

.,.. ,

i learn the difference between datcCertd,..jlee.4.-

..

Mastery
1 2 3

iliference, and 6n1lect data in class. ,
'room-ObServations., . ,
design some classroom observation

instruments appropriate for specific
purposes identfie by you and 'the

, teachei.
, A. , '"

.
4

-,. ,- 1-,i-

_

A B' C
,

PriKit1/
Hi Med Lo

-

- -for use in ''o,gr job setting,

.------, --

' .

e,-

.
,,z.

,

7 -
,

- I -7.,
1-." .

. UNIT d -'' ' ''' .

Developing _Curriculum

,

) Knowledge

You will:
.

. .

4 learnA process%ctanalyzing
!

curricliluOtructura., -?

01/ be-'able tbAdetermWie Curriculum-

organlzailon through'C ntent or

.

,
.

Mastery
1 2 3 -''

.

Need
A B C

.

. 141(rIty
1 Med!Lo

,
,

''

...,,,.

. ..- URIT D' ':,,,. - - r
--TheyrofessLonal;Conferehce

You will:'--... .

learn the steps in the pro-
fessfonal conferences format.
analyze a real or simaated 'audio-,.,

--,
taped conference to determine if the
chattperson includea the twelve step,

\ in, the-professional conference format.

analyze,a real or simulated' audio- .

taped CO'nference to determine the

chairperson's stage'of diiectiveness.
use the professional conference for7 .
matiomfortably andpasily. .; L'.

cadaphthis'congerence forMat, after 'f.,

mosteryito your own style., X

),

'-'

A

,_

a .

1 2 3

Need
A B C- i

.'''

Priority
Hi Med Lo

},
.4

process developMent,analys,s.
ideterMine.the e and sequence

of yoUr own currku area. ,- ,
* practice'YelatLpg,...the, needs oft,

,
students tO curricultim development. Z.

' be able to select eurticulum cent t

and skills designed to 'meet ,stat,s :

**-' and-county, goals and objectivs.
...

and;
, , .

.:,

, %.
.."

. h 7,-

r

7:=

44.

s.

t

0,

Yes
,



UNIT H

Improiving Relationship Skills0 .
You will: __::

i.
.

.

determine your definitions and
experiences about relationships you

4 perceive as'positive and helping to-
o'

4
-you. . _ _ .__

Identify your values and'bieses abo ut
tedching in order to speculate orehe
effects your biases have op your
relationships with others.

analyze the'meaning.of the behavior'
patterns in your theprventicin style
10 order to interpret the effective-
ness of that style to product'ng the

changes yoll are trying to bring about
elicit and receive feedback from
othersin order to accurately deterr ,

minthe affect and content of your
ability to communicate effectively % .

with others and to,use4his behavior
., . in order to be sure you lister} care-. .

fully to others. .
.

.1.

4

Mastery
'1 2,3

Need--
A B C

Priority
Hi Med Lo

;

, I UNIT L
The Master Schedule

"

you will:.

become familiar with the pes of
schedules that art used in he Anne
Arum's! County Scho41J5istem

1r be-able tb identft,the type f

schedule that is utilized in ur
school.

. 4
be able to determine what types of
infoPmation are found on the master
schedule.

nastery
1 2 ,3

- .Need
CT.

Peuriiy
Hi Mead to,

''"'"%;.,'

'UNIT H

The Department Schedule"

ybu will:
,

,arbe able to deteimine throqm needs
of a department.
be able fo'construdt department
Schedule. -if

I' be able, to ea.timati:thie number of
_ U '0,:teachers needed f6r a ClepartMent.

r . '
. 1UNIT I . , ,, . -.,_

-.-writing As.._DonnuAltatititi. . .' - \i"; - UNLT N..

and'
4'.

1- ',.. -, 'Mastery Selecting, Plinhing, and EtaluatIng
. : I

You Will.:., -.
O

communicate written ideas, pr
lrectives in clear langu

cept ofincarpor

Yourviritiqq:
demonstrate awaren0
bilrfy in written c

...._,

. f-
.,,

UNIT
',Interviewing Prpspec

,; - X,
. .

YOU will: J Maste4y
lunderstand then role of'the depat- I 2 3
meat chairperson in-an )'
-PnterVieW.: Need

i divisesan interview strateA 1 A B C.\\ll:)" for:

selectirg the bast possible candidate 4,

1. 2 3 My Use of Time -

Mastery,
l' 2 3

Need

P 8 C,

Priority

Hi lied Lo

I

,'posaissr
ge by F 'NeedA **Yo u-)4111: "1." '

Bona A. B t atiurately record yoUren-Job peiform
pnce 'cm the forms provided in the
sequence. .

-4) determine a4- assess, the performance
prioritiespriorities you-set-In'edur 'time oftime.'s

lentify reemphasts needed and des-
, tribe a clear plan for time use

,;consistehtwithenew priorities.
OMplemekand evaluate the succe

. ,

viiew plan.

Plado-IiM4Ament...and_evaluatj tther
- changes td,reachdnew

MOTE:::'This unit should opty be tinder-.
'taken-by acting departmint'

_ chai"rperson. c

13riortty

dto
_

ive Petsonnel

ldehtlfy speci.fic.perionnel qualities. Priority
111. tied Lorequired for your department.

S- r74v -
t

UNIT
New Teacher'Orieltation

.

You will:
\

4.*

SL

Mastery
A understand the role of the-epartment,. 4 -?,.3

chairperidn in', orlentation',.,A
}prose
design an prIentation program fbr new A 'B C
members in your department.

r,elaii the, school orisntation program
to fire deartmental onentation.'.

,

_

Prlorlty.

Hi Med Lo
,

W

Mastery.

3,

ti

f

ority
Med` o

.4 .

P!
, Wm,

,
Depprtmenkm d S'\Ana

. Expenditure . '
-

lYbu will:
,

,

be abVe to desCribe the differences'
budgetirequesis'and 7eqtfisi-

. ti-on proceduret.r.

Obi able to,ComPlete a'requisitlpn
form for your department.' ,
,13e able to:20ctibe a simple methock,
of record- keeping or,departMentar,
accounts. . k-

be abid to desdribe the'differences,
,between Amaterlals)of instriAtion
and eqUipmentAPchases.
be able to literpl'et 'a 'transfer

authiatiOr.

'Hastery-

-1---1 3

Jleed.-
z,e4:B- 't ,

ty

Keer r.4

-

e;-
tt

r

.

/



UNIT, 13 f., . . .

Understa,nding,,Your,School CFmnitinity
...,. . ,

aYou w141:
a'

define the geographic characteristics
of your school 'carunity.. . .;',
identify-the demographic -Character..
istict.if.the school Commun I ty mh 1 c.11

7:-Eiii-inffilinCei the school's tn-- *
siructional program. .-- , "
Usti some of the "hidden character-
lstic li,pf the school community
which affect the Instructional"

.- PI-oce s.
tv !identify and list, resources in the I

School connurri:cy which can be
aseful in your discipline area.
aesign a simple strategy for jetting

, communliy r,esources and.the school
together, to ..benefi t instruction.

. f

e .

. Mastery
-1 2' 3.

_ Need_ _

A B. C.

Priori ti
H I Mest-

UNIT Q
. The Evaluation.of, teerhing,

You will: ,

explain and gli9a examples of surnma'
tive egaluatt6R.
expls:leend give examples of forma--

aluatIon.
,.0Xplain,similarities and differences

between diagnostic, :formative acli.
,summative evaluations..
identify and use evaluation
techniques for affective b ectiv s.

UNIT 11.,, ,,,
'Ihat' Goes On IV A Group

. You Wilt,
--
)

41 deye,lop'severai tecturictUes to assess
`",- 47t-heworg,ing-s7C.Paa-group::'

ri analyze and helr'others analyze the
.., . proceSses/ of giouPs.. ..

e,decielop/the.:910-11 :to flicus and
summarize i1,es:pro45ress and-pi-ocess
of a grOuR., al; a

Mastery
2', 3

B C

Pflority
Hi Me4.11so

0 -
Mastery

'1

2 3

,

Need
A B C(

He ,to

1!

0

- 'a

0

.
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'ANNE ARUNDEL COUNTY PUBLIC SCHOOLS

COMPETENCY BASEQ TRAINING PROGRAM

FOR DEPARTMENT CHAIRPERSONS E OTHER RESOURCE PERSONNEL

4,1

Date of Needs Assess ment

Cerication.of CoMpetence

ForM
1

Name of,participant being examined

-School

Date of Examination
1/.

Name of School Principal

Name of Training Advisor,

A: The participant has listed the following units as those he/she agreed to complete,
-

,

, before this competficy examination:

7 '
\

Unit Letter Title ,,,,,----""-,,-

r

.B4 The prodedures sed in conducting- thins examination were:

.

41111 'This forA'isto be filled out_by_thesdgool principal except for section A and
the' lists of exercises & evaluative procedur_es4hich Should be filled outlay the
parti9pant prior to the examinal,lonprou're),

c'

,
11

13 1'



IQ

I. For, Unit

performed the following evaluative procedures t---

1.

2.

3.

5.

II. For Unit

41Arfcirmedthe-following ev a lie-procedures:

Q

the partitipant

Level of2

Mastery

th 'participant,

Level of

Master

2.

3.

411.//,ForUnit

per oniled the following evaluative proEedurfe:

1The n

/

doer of. procedures for each urti,t, will vary.
hie el of Mastery:0=inadequate, 15adeAuate, 2=good, 3=excellent. Ydur own
professional judgement is'beteer'here than any criteria we could or would 'state.

e participant

Level of
Ma4tery,

1.



performed t e following evaluative procedures:
.

1.

2.

3.

4.

5.

Fe' Unit

/ /
petformed the following evaluative procedures:

2.

3.

4.

V1.,For,Unit

---performed tlieTfOT1OWTng evaluative' procedures:

the participaitt

'1.

2.

Level of
__MastrY

the rticipant

Lev of .

Mas ery

the participant



For Unit
, .

d the 'followin

1

I I . For Unit '

1.
the participant

evaluativd procedures:

the partielpant

Level ,of

Mastery

rformed the fo vilig evaluative procedures:

5.

-IX:_-:For Unit

perfor ed the follogng evaluatiye procedures:

_/

2.

3.

4.

5.

Level of
Mastery

-the 1:)rticipdii-i

'LeVel of

Mastery---N,



I.

My general reaction to this participant's. performance follows: ,.

0 . .
.

. .

t.

*

D. In a time period of 1-2 hours (minimum) I have examined the matecials,products:.

and evidences of performance which wer assembled to demonstrate this participant's

M'

Cokietence in the various areas of'thi training program. I find his/her

demonStration to be acceptable to me, and I hereby certify hi's/her competence

b9 my standards pf mastery.

Signature

o

4
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This unit is one i ri a series which taken 'together

with the appropriate management system conWtutes;
a' Competency. Based Training rogram,foW educational
leadership'roles. -Theunits are designed to astist..
participants in developing.spedific.instrucfional

, improvement and-instruCtiopal papagement competencies.

For optimumiresults ;chi's unit should be.used.in .9
conjunction with and according to the directfonziir
the Competency-BasedlTraining Program Guide..

.,

k

I .

r ,

."`

a
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UNIT A

SELr-ASSESS pENT.46F ATTITUDES di EDUCATIONAL LEADERS*

(.

OBJECTIVES ;

,

,.. ' ;
--.', You'wilr:

.

,..

..1. explain-the 4gmalion Effect.

, I

.*

4 2., explainthe unexpected outcome.

3.. identify your \satitudes about observational functions.

4. identify your personal.flexibility and your attitudes about this

characteristic in yourself.

draw relationships among your responses and decide if you wish to

change behavior and attitudes.'

INTRODUCTION.

What-attitudes.do you have about people's motivation,for working?

How do your altitudekaffect your leadership style? How deeply do you get

involved in tasks? What effects do you have on people because of this

: involvement?

Think about your ownattitudes toward certain groups of people

teachers, parents, women, etc. -Do stereotypes for the group crobs your.mind?

stunts live up"or down to their teachers' expectation Of them? .

This unithelps you focus on your attitudes, expectations, an
,

beflavior in these related areas. It seeks to give you some information useful
,

to you. Wd do have a.small caution, however. No exercise will give you to-

S

.

'tally accurate infoiwation. Look at the data you get from these exercise$.

If you relate to it, deal with it. lf 'it is inconsistent witnor contradic- .

,

tbry to other data you receive, theck further before-making any plans for
t

*Tt.is unit is adapted from Champagne and Morgan.

A-1

-139.



.
big .changes. Ori 'thel pit".r hand,' i th I s "dita' tends to confirm oche? _diagnoses,

. then rust it and 'Use it as a .bas.e. to i.lian ,some refocus ing procedures'4, ' 4.pii)e
, .- .

.
real- 4hange.,ol. :more honest assessments of your behaOor may significantly

'i i -

_increase your effect rsie'ness ,your role: .

4
.. - ..

1: , -,,EXEFCISE 1

--, \ Follow the direct ions on the succeeding exercises. _Don't
. ,- . .... .

.... '
,

.. .. .t . .
trying to psyche out the exercises and pretend to write-the "corricin answers:

.

:

At,

- -

.;

,

J

44,"`

t -4

.

r ,



f

)
EDUCATIONAL LEADERS' ATTITUDES:; THE X-Y SCALE

.--. /
"Tile e:illow)ng are various types of behavior which Ian educational'.., ,

- leader may display in relation to teachers/aides.* 'Read each item carefully,

**

aid in put a 'check. mark in one of.the columns to indicate what you would do.

Make a Great Tend to Tend to Make a Great
Effort to Do This Avoid Doing Effort to

I.

1., :Closely observe teachers/
aides in'order to get. *:';
better work

DO This This Avoid This

Set, gbals and czbjec-
t i.,ves -for teachers/ai des
and;s-ell them on the.i merits of niy plans.

s.
.

8. Set.up contro4s to assure
that' teachers/aides are it

gitting the job done.

. Entourage teacherS/aides
to set their own goals
and objecti'ves,

' .

5..--Make sure. that' teachers/
aides' ,work Vplaniled -

- f or them.

\

.,... 4: ,chetiir,):-i th-1;teichettlaidei r
daily:to see' if i-ney ''.-'.
need any.heip...-
. - : 1..,, ..,,,

.. btep 4n as _soon as ..,
-4 'reports indu ca

'''5'., %

te that .....-,
We 1°4.1 s- s1.1:pp i ng. -; ' 7.-

$;, .

:.
8 0:, : Push my .pebii te to rOeet '

schediii es-A f necesSary;':' --
, _

:- , .
. . . ,

"4.: Have.:Itequent meetings.
, .:. .to' keep in tqcti'mj th . ,

.-'iiiat' is ..§01,9con*. ,

.

0.,Allow.,teachersAides to'
make, important decisions.r

.

41.,714s. stale can be related to teachers, aides., parent trainees,,oi- others.
. -- 3... ,,, . ,,,t

...,
...r

. 6.

6'. ;I. 't.c h a mq!gn e., David W., and Moivan,.John L. ,
,.

....,. ..
....?t,,:r,;.;,s.., .

...,..,.. ,:,-.0.,;:;...,,,..1,.., .

Of
A-3.

/

;s: ,

. t I

s:
t

1,.. . ,
boo. , a

4,



f

4

fr. 2. Read the 'descriptions of the two theoriei,of-leadership
.,?,

Think about your own attitudes toward teachers/aides, and locaie on the scale

below where you think you are in reference to these sets of

noCrefer_to number I in_doing_this.

. THEORY X ASSUMPTIONS

assumptions.* Do

a.
,
The average-human being has an _inherent dislike of work and will

avoid it if he can.

. Because of this human characteristic-of dislike for work, most

people must be coerced, controlled,directed, and threatened with

punishment to gel.them to'put forth edegpate effort

achievement'of organizational objectives.

toward the

c. The average human being prefers toslbe directed, wishes to avoid

responsibility, has relatively,iittle ambition, and wants security.
.

above all.

. THEORY Y ASSUMPTIONS

a. The expenditure of physical and mental effort
. .

,
natural- asp play or rest.

External control and the,threat of punishment are the Only

n work is as

!Means Ofbringing'aboyi effOrt objecttves..-,
Man wjil exercise self-ereatbn aid self=dOntrol ill-the service-

.of

. ..... ,:'
...,. .

.of objectiveS to whicivhei. CoMmitted.,.. . _ .:,4..
. ..

CommitMent to.objeotYlvesjs a filftdi2.4n,of the%te4ards associated
,

.

with their.achi400[Orik:f.0, , ,

,..;

0_ .

. , . . i
.

The average hOman be L6g jearns.undeh proper' Ocipdit tiii;n6f:..,on ly,71

. ,.. -..

to aC46t,,Opt,.040. to geek:reSOnOltit
=,-,...

. .-x. ,..%,-,-,-;,. --,,-,..... -...
. 4

Otatrirltyjn sOOXiOn1046r404W041,
.T.'
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- 4

-de ..4..""*"/""*'

."

Under,the conditions. of modern

. .
. .

potentialities of the average human behig are only pertialJy
-

d

utilized.

Indicate on theocale below where you
r
ould classify your,oketi basic..

. a
-

attitudes toward your subordinates in terms of kcGregor's Theory X and Theoryy.

Theoi.y.X
t

1 Theory Y
-

10 '20 30
. .

%rt

.

i. Of the ten items,you responded to hi Aumber r, list tfie numbers of-
- - ...

=.
.

those where the concept itself was difficult for yom to deal with..
zr P

' 4 \

a

01

10

a

4

Why were these concepts difficitlt to deal with?

41.

A-5.
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4 ;

Complete the fo I I oviel ng :

to:
ti

.

/

:FLEXIBILITY- SCALE **-

o

f

,

- I.., .J
Sa. Read al I the -items first. , . c.

°. b_ . Chtck, those_atems__thatlyou-perce_t_ve__ as :your - mode-of_ -behav i or--.' -
andjoi.'stanbe in tfie (check) "ieOfumh:

.t. !Place' a T (True) or F (False) in the T/F column for each item.
d. - -Analyze your chpilied. Items .interms off

(I) . Preferences pattern' .
'...(2) ..1.i.ke/di s I ikepatiern

.. `. (3) ;.-ReliaVror patterns that are'observable
, p: -Ai'e. there 'any,lnconsisteficies id the relatibnships between

(I), (2), and (3) from. 4 tem d abov,e?' '.' - I
'f. if inconsistencies re°i,dentifiable, how do.you think you might

sdeal with them? . ...
. -. . .

4,-.

' . -am' often the last one to give .up trying do. a _thing.

2. .There iS;usually only one best way to sol've most problems.
. . '. ... .

s i .
3. I ,pr fer %iork

.

that .requires a great deal of aAtention4 t 6'
-

4

data I. , .7.
i A,,. V 4

W i^* 4.' I often become so wrapped up in sdinethipg I am-doing that..

.k find it diffictOt to turn my,atiention to other matters-.
, ... , ...

. 5: t prefer dqing One' thing at a stiliiiickeeping several
projectsgoing. -, ..

6. I'v-idulil like a position which. reOires frequent changes*.
-frOm one kind of task to another. 1 .. .

, . .,0.
I utualiy yra inta in my ovin opinions even_ttibUgh.:_many_lothar_ _

people may have a di ffeient pOineof litew. f
a s -. k ,

8. I find it easy to stick to.a,certain. schadule, Once' I; iiave:.-,'Started-on i t. .,. . -,

. -, .,.. , .. t

9. I- prefer 0 stbp and think
.

beforet1 ict.eveh on trifling
.

. -matters. I.- . .
-... S.

.. .. . a.
'1,0. I, would -not Like' the kind of work which involveta large

dumber of:different activities., - .

.,. 11. I usually find- that My.own way of attacking -a pi-oblen) is
, ;

.. best; even though, it doesn't' always seem to work iif the
,t ic beginning. ,,_

- o

. e
-.

12i I dislike having to learn new,Wai4' of doing things.

..
**, Champagne., 'David Ws.,. 'and Mor§anJohn.L.

' I- . -
a.r

e A -6

14 4

Check' T/F

A. A"
A

.
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.
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13. I like a great deal pf variety in my work",

14. I .am a methodical person- 4n Aatever.I do.

15. I am Usually able to keep at a loll longer than most people*:.-

16. I think it is usually wise tO do things in a 'conventional'
way. , r.

a. I.
17. I always finish tasks I start, even-if theyanenot very

important. _

,18. People who go 'abdat their work methodically.are almost
always the most successful. -

,

19. When,1 have undertaken a task, 4 find it difficult to
set it aside, even for a, short time.,

20. 1 have'e work and study schedule which I follow carefully.
.

21. It is always a good thing to be frank.
{

' 22. I believe that promptness is a very Important personality:
oharacteistic. f,

, 4

23. My interests -change very quickly.
,.

)
-.

.

' 24t Jt isttheAloW, steady worker who ,usually -accomplishes
the most in the end.

25. I Usually dislike to set asipe a task that 1 have,under-
taken until it is finished.

,

26. l'am indlined to, ga from one act to another without

27. 1 prefkr to do things according to a routine which 1 plan
"myself.

'EXERCISE 2

ChiCIC T/F

1. What relAtionships do you see between, your answers on the preceding

exercises? Briefly describe these relationtnips here.

145 V
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a

2. As you look at the results., are there any rprises in the scale(

for you?

3.. What 'relationships between your attitudes and your behavior do you

see on these exercises?
I, 0.

4. What effects do you( believe your attitudes and behavior have on

members of your team or department?

A-8
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EXERCISE 3*

The Pygmalion Effect:

"What'you- expect. is-what yew get."'

A Participants will read the following excerpts..from Roseilthaf. It

recommended that this exercise be done as a group effort.. You may want to make

transparencies from these excerpts. After viewing or reading these excerpts,

participants wil.explain the following:

The climate factor

4

The feedback factor
.

07

A The input factor

I.

. I

The output factor

6

*The material in this exercise is adapted from Rosenthal.

A-9
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How does the pygmalion effect affect lives?

A

S
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THE PYGMALION EFFECT_LIVES

by

Robert Rosenthal

Almost five years ago, the author. proposed that students live up, or down to

their teachers' expectations Tthem. He said teachers express their opinions

consciously and unconsciously, in word, grimace.and gesture, and that teachers

who think their students are bright teach harder. The Pygmalion theory caused

consternation and quirrels among teachers and researchers. Now comes the

410 author again, with "a larger sheafaf evidence to show that he was right.

4

4 1

1

A

ft
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The Climate Factor

"Climate" apparently has' to do withmarmth, attention, .and emotional support.

Fourteen stalies have investigated this factor, 12 of which came iout'as.predictedr

40%

Geri. Alpert told a group of psychiatrists tilt some of their, patients had been

specially selected for them on the basis of "therapeutic compatibility." She

gave them no expectations about the rest ortheir patienti.' tater Alpert askb4

the patients to describethei therapiAi and their session togYther. From a

patient's-eye view, psychiatristsbehave more warmly toward people with whom

they expect to be compatij ble an whoarekltkely to get well.

.4 4

Alan Chikin, Ediiard Sigler, and Valerian Derlega asked male and female college

undergraduates to teach 'a short unit on home and family safety to a12-year-old

boy. One third of the "leachers" thought that the boy had a IQ of 130 and did

Very well in school; one third thought.that the child had an IQ of 85 and*did

poorly in school; and the last,third had no information'about the boy's IQ.

Then
A
the experimenters videotaped the exchange between teachers and students to

see what nonverbal cues were going on. .

> 1 . .
, ,

"reacher, who thought they were dealing with a bright student were more likely

to smile fit the boy, nod their beads approvingly, leantoward the boy, and look

him in the eye for longer periods.

th4t "special-potenlial" subjects'

1:
inore positive, acceptin§, percepti

.

A

A variety of analogous studies have found

report their teachers or counselors as being

ve, friendlY, fond idtnem, and supportive.

l

A-12
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The Feedback Factor"

The difference between this factorand.the previous_one (for both involve

.

. 16%

warmth and attention) isthat feedback depends on a response from the student.
.

A teacher can be generally warm, but still reacti-critically or indifferently
t i I

to a*child'slanswers or comments. Feedback refers specif4cally to howmuchi,

active teaching occurs: the.teacher rewards a desired response, cbrrects

.ayromg answer, asks for the student's further thoUgts, and so on. ,Ten

studies explored this factorf-which eight supported it.

Jere delphy, and Tom Good asked'first-grade teachers to name their high and

low achievers.. The researchers then watched the teachers work with the

children., The teachers ignored only-three per41t/of the high achievers'

ahswers but they igno ed 15 percent of the. low achiever answers. The good

students, then, getiiiore.feedback, whether th!ir responses are right or wrong.

But another experiment found that-children believed tq.be bright goemore .

praise, but not more criticism; criticism was reserved 'for children believed

be dull. Yet a third study found that suppOsedly'"gifted' children get .

more, praise from their teachers but, found no,, difference between "gifted" and .

"regular":children in the criticisW they got.. The flatter is complicated.

Perhaps criticism for a wrong aver needs to be accompanied by enough praise

, and support on other occasions; otherwise tfie stlent may see the teacher as

overly critical, and cold. We can say with modest certainty that praise is a

the Pygmalion effect, but the role of criticism is less

4 /

A13 .
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The Input F actor

111/
Tne're are only fiie studies that directly deal with this factor, but all five

find that teachers literally teach more to children or whom they-expect more.

.The most dramatic case. in 'phint' is t.14. Victor Beez's work with 60 preichoolerS

and 69 teachers in a Headstart program. -Beet told, half of the teacheis that

they could expect poor' performance from their supposedly "below-average"

.childreiii ;the rest expected exceptional performance froin their "bright"

children.'

,

.. ,
The teachers' worked much harder when they believed they had a 'bright

chqd. ;.'\---46A, ' 2
In a unit on word learning for example, 87 'percent of the teachers of "bright''

k. .. , .

children taubht eight or more words;:but only 13 percent ,of the teachers of',.,
-

the' "dull" childten tried, to teach them that many. Not surprisingly, '77 per-
,

4111
cent pf the "bright". childeen learned five or more words, but only 13 percent

of the "dull"' children learned that many.

\_,- .'

Number . Teachers' expectation
of words dull brighta/
taught:

.

__.-chi ldren_____children
.

..

11 or more
-- 9 or 10

7 or- a
., 5 or 6

4 or less
, -,

e'

.

O

4 0 .

1

4 7

15

.

''.
7

30

A-14

15.2

7



The Output. Factor

Eleven studies. out of 12 done - support this factor, indicating. that.teachers

encourage, greater- responsiveness from students of.whom they expect more.,

They call on such students more often, ask them harder questions, give them

more time to answer, and prompt them toward the correct answer. 'Output. is
.

therefore closely related to*feedback. Mary Budd Rowe gives us a good example.

She was interested in'how long teachers wait for an answer to their question

° -
before going oh to the next child. She found that many experienced teachey's

await only-one second before they ask the question-
0

viowever, R6we found that teachers wait longer for
. " -

again, often of someone else.

the students whom they believe
,

...
', td be bright. When Rowe pointedthis'out to theteachers_involvedt they. reacted

, .

with surprise and insight. "I guess we don't expect an answer (of the poor

students)," said one, "so we go on to someone-else." When fiie same teachers

then deliberately increased thetr waiting time for their usTOwer" students,

-they got increased responsiveness.

'4

4
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D bleHandicap

"n

LeacocK found thatthiteachers were much less favorable to the lower-class. .

children thin they.wefe-to'the middle-class chlldren;,40 percent of their_

comments, about the poorer children were negative, compared to 20 percent of

their comments about the, middle -class children. And the teachers were even

more likely to talk negatively about.black Children than white children, 43

percent to 37 percent.

LeacocK theri went on to relate the children's IQ scores to the teachers'

feelings, toward them. IQ scores of the middle-income children, both bled:

'and-white, were clearly related to the positive attitudes of.their teachers.

The relationship did not hold for the low-income children; in fact, it was,

reversed. That is, lower-income children who had higher IQs tended to have
.

teachers who viewed them negatively,and this was especially true for lower-

4111
income children who were black. The children who surpassed their teacheri'

expectations got resentment and complaints for their pains.'
1

Thus children who were both black and lower- income have'a double handicap.

And this result cannot be attributed to white teachers' bias;-both"of the

teachers of the black children were themselvesblack. The prejudice of Stunted

expectations knows no race'barrier. .

154
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.c

An Unexpected Behavior
1.

It seems, that when a"ch- ild Who is not expecte0 to do well does so, hiss

-*-teacherInonupori his behavior and,perknality as undesirable, This..was'
vs.

. . .

especially true, we discovered, for children 4n low-ability classrooms. Teatchers

may Kaye a.difficult time thinking that a child mho has alow-ability label can

show an'intellectual spurt. They may interpret this cha4 as "maladjustment"

or 'trouble- making:" Perhaps'the child doesn't know his place. Alfred Shore,

for example, asked. teachers to predict their students' intellectual achievement
)

and toidescribe their students' classroom behavior. A month later, Shore gave.

the teachers the students' real IQ scores and 'asked for a reappraisal. Again,
. .r. .4... , . .

....0 . ...c,!'nte40er'01000raded,thwe, studehts,in personality and adjustment who had, done
. .

"tonloell'`':.-:1,,e: :0106 tn:theitfek.nedtztjons. .

.1.
. .

. . A

t.
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And tpe Pygmalion effect les as likely, to occurin the ,real world
.

experimenter's tower.`

!
.

For example, Randy Burnham and Donald Hartsou6b found'Pygmathin theswtmmin4,

pool. Their

to swim at a

were dealing

subjects were boys and girls, agesYseven to 14,'who were learning

summer tamp. Half of the instructors were led to think. that they

with a "high potential" group, and,their students became better

swimmers, by the end of their tworweek camping peripd, than the regular group.

And anther team of researchers found that it took'Only two weeks for teenage

girls, who were institutionalized for various offences, to show a marked improve-

merit in their classroom behavior when they had been labeled "potential bloomers."

J. Michael Palardy tested the popular assumption that boys have a tougher time

learning to read than 1Eirsirgrade teachers are well aware Of this folk

belief, and thus have clear` 'expectations when they give' reading lessons.

Palardy surveyed 63\t4theriand.found'five who believed boys could learn to

read as,mell'as OrlsHn the first grade. 'He matched these five on a number oft

factors--backgroun4 teackinginethods, etc. - -with five who belieVed in the ster-

eotype. Indeed, teacneri who expected to discover sex differences.A.reading

ability found them. But the boys didjLt as'ivell as the girls when their

teachers thought they,woAd. The "well-known" sex differende in learning to

'read also tends to disappear whentthe children learn from teaching machines

rather than from teaaers.
. .

r
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. "WHO'S WHO"*.

il.aog.atthe excerpts immediately followThg this exercise. Can you

Tmat6 labels A, B, and C to pictures one (1), two (2)% and three (3)? It is..

;
.

.

recommended- -that this exercise be done:as a group activity.
7 A .

-took'at,excerpt number two (2). WaS it easy match labels-----<L,
.

. ,

"'with the pictures? Discuss the matching exerciseswithothers.
.

V- 1. Do stereotypes for groups cross your mind? Why?

2. Do you often use stereotypes to fit people into categcriesi Why?, 4
, V

4 t 4 :

4.
4 '

,

3 In everyday life which is more desirable-Ato think-of people as types

.

,or as individuals? Why?

a

,

4

*Thii exercise is adapted from Scott, Foresman.
t

A-19
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1 0.

iS

,;-

I

4.

*

It

A ,

AMrs: fired 4and.
HdusewiEe

15

., . Si

I ,

I.

B Miss Lynda Lamarr
, movie star'

C Ms. Claudia Stone
career woman

iCan you match labels A, B, and C to pictures 1, '2: and 3?

% 158
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Excerpt*2

was it easy to match label C to picture 1, label A to picture 2, and label B

to picture 3i' Stop miniute-to reconsider. Isn't it possible _that picsture.1-a'

could be a houievVife.leavingon a trip, picture 2,a movie star on, her day off,

and picture 3 a career woman. dressed for a party? Don't let your familiarity

with. stereotypes. make-you jump to conclusions.

A stereotype is a- precorkceived mental picture about a group' of people. Career

women, housewives.,' and movie stars,are three good examples. SOreotypes assume

.
. .

that 'all the individuals- in such groups look and act alike. However, general

conclusibn about any group are seldom accurate; they are particularly dangerous

whet you're makiriijudgments aboidan individual.

,

Thrnk about-your own 'attitudes toward,, certain ---
...-
-,, group,s 9f peopleteachers; Women.

driver.s,, pol 19emen't, pol iticians.' \

. v "..

'

1.. Do stereotypes for,atirte groups cross your mind?

2. Do-you often use stereotypes to fit people into categories? `
3. In everyday life, which is 'moreldesirableto think of people

as'Itypes, or as individuals?. ,

;i

:

J.

4.

The page is adapted from Tactics .in Reading B; a paperback workbook ot
reading-skills exercises from Scott, Foresan.

A-21 .
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EVALUATION

React in written form to the following questions.

1. What do you think you learned from this unit?
.

v

2. What changes do you pan in your behavior?

r .

fir

J 4

3. Can you plan and implement these changes by yourself or do you need help?

46,

wr



'4. How will you kbow if yOurrchanges are having the effects you desire?

e

9

c

161
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COMPETENCY BASED TRAINING PROGRAM

- Department Chairpersods -

(S

THE ORGANIZATION AND OPERATION

OF

ANNEARUNDEL COUNTY PUBLIC SCHOOLS

----Prepared-by---theCBTP----cagiTtee:

Mrs. Frances Bingen
Mr. Neal Fertitta
Mr. Johm McCorkill'

Mr. Richard Milbourne
Mr.'^James Sledge

Mr. Michael Trippett
Mr'. Oliver Wittig

,Mr. John Matarella,,Chairman 0

Anne Arundel. County Public Schools

Annapolis, Maryland :21401



This unit is one in a series which taken together
.

with the appropriate management system Consutes
,, a Competency Based Training Program for edutUgtional

leadership roles. The units are.designed to assist
participants in developing specific instructional
improvement and instructional management competencies.

For.otimum results this unit should be used in
conjunction with and according to the directions.in
the Competency.Based Training' rogram Guide.
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THE ORGANIZATION AND. OPERATPOliiorANNE ARUNDEL COUNTY PUBLIC SCHOOLS

OBJECTIVES

You will:

be familiar ene4with the Board Policy Book, Schbol law Handbook,

and the hoard of Education Budget Document to quickly locate items,

of specific interest to your department pembers, students, parents,'

or community. ^

2. understand the'basic structure-of organizaiiqn of ,the schdol system

well enough to identify positisons to which specific respohsibilities

have been assigned.

3. be able to identify specific kinds of services available from your

central and area ciffices to assist you, your department members,

and your students.

INTRODUCTION,

14

Every societal institution must have a set of rules and procedures

in order to function effectively: As such, your school,system has both

formal and informal rules and procedures.-
. .

The formal rules and Orocedures.can be'fairly
.

easily' identified

through observation and study; the informal ones, however, are less easily
'--,

discovered and are learned through experience and on-the-robactivity.

This Unit will prescribe Certain exercises to help yop observe and

.

study the prma4,organizati and operatioh of your school syste. In

addition, there are included severalAasks which, when undertaken, will help

yob to discover some a.the informal workings of the organization.

B-1
41
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. Armed with information learned in this unit,yOu should be able to

- unction mote efficiently, in your leadership role.

Asi'you proceed throughjihe ekercises listed below,'do not attempt to
, t

memorize he information you glean from the various sources--the objectives

1

,of the unit pre structured to afford yowl gen eral understanding so that you

will have at Nand tile:f2cility to get infOrmation--not stare It!

. EXERCISE 1

,

1. Obtain a.copy of che.Board Policy Book from your principal or
.. .

. . . ..media specialist (Liblarian). Take a few moments to thumb through it, stopping
.

. 1 .
. .

-to recd a few paragiaphs when you s*pot an item that inter sts you. You will '

)
.

.

note imdediately that the pages the book are d or-coded. You may also

notice that some of the items are ide ical to:iiem in your negotiated:
, p ,

, 64 4 4.

'master agreement. Items of'board poll oh were accepted as a result of
r ,,

.

.
. ..,J_ . .

negotiations between the Board of.Education and the Teachers Association of
. . ..

. ,

- .

- Anne Arundel County ,(TAAAC) are Rridted o ceen Pages. Just as there is a
. ..4 ,

.

.

teachers' association which negotiates salaries, hours, and working conditions
...

. q
.

. .

.

for teachers, thre is an association which does the-same for mos, administra-
,

. tors' in the ihool.systen. This'association is known ds the Association of
L,. .

Educational Leaders (AEL),rltems which were the result of negotJations. ,

r

between the Board of Education and AEt are prigted 4n

colored pages.

. . 5, . ,;

2. Explain briefJy below thesource'ef items prin ed on yellow-
5,

. -
.

colored pages. I..

.

0
rc

. ' r

. ' 4
r

.
13=-2fir

;I?
I..
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.
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,

c

'NV

pages:

3. Explain briefly below the source of items printed ue-vlored

4 A quick glance at the-tables of contents in each chapter of the

policy book w?Sj give you a general understanding of the major organizational

structure of the document. Copy the.chapter headings here:

1.

I

5. Now examine the index
. .

interest to you. Pose a queitlon

text of the document answer these

of the manual. Note two or three items`of

or two about :'each, of the items. . Does the

questions? RecOrd your observatidnkbelow:

,
I

tvo

. 166:
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EXERCISE 2

1. Read the following:

As You were examining the board policy book, you probably noticed
references made to school law and to'by-laws of the state,board of.education.
While the local board of education is the final authdrity relating to educa-
tional issues within the local sehobl system; it (the local board of education)
is accountable to the state board of education and to the state legislature
in that its decisions mist not conflict with decisions:-of these bodies.
MoreOVer, a local school systbm'isrequired to follow certain guidelides
ifhich.have been approved bi:the

-q
state legislature and /or'and /or' the state board of

education.
S Documents exist which codify these rules'and guidelines, and reference
to these documents can help'you to understand. the background of decisions;
and.policies that affect the staff, ptogram, and students of your school.

Obtain'copies of the fbIlowing-documents from your principal or
_

media specialist:

"The Public Sam)! Laws*Of Maryland including ths. Code of*By-lAws of the
M yland State Board of.Educatlon" .Maryland School Bulletin, VOl..XLVI,
o 1, July,.

1974./ .- - _.. . .

. .,
----16-7. ,

- . . .
,

c.

..)

"The Public School Laws of Maryland(1973CuMulative Supplement)" Maryland
School" -Bulletin Vole XL1X, No.. 4, August, 1973...

1(or later supplement)

ThUmb through these dOcuments ioget'a genergi idea of their organI-,-

zation and content.

3. Examine Article 77:ection 79,."Textbooks,:r4teria1s of instruc-

thin, supplies, etc." Answer the following questions:

-1,

e.

1.6
N.*

e

s r



a. What does_.ttate law require local' schoOl systems to piovidel

to youngsters as they attend school?-
.

b. ,,How does this law affect your department specificallyi

c.' %tat controversies have arisen over this statute? How were

they resolved?

r

I

'4.« Now.e4amine Article 77: Section 89, "Protective eye devices.".
.

What departments in your school are affected by this law? Is your department

one of them?

0

a

f

5. Find out what- the laW,s0s ;about-suspension and expulsion ofL-
pupfls by examining Article 77: Section 951 if bath the July, 1970 Maryland



4

$ -
.

. %. h
School Bulletin and the latest supplement. What changes have been madvin

the law iince 1970?

6. The By-l'aws of the Maryland .State Board of Education are also

listed in these documents. These by-laws have the force.of law and must be

adhered to by all local subdivisions. Examine By -law 92541 "Programs on ",

Ethnic and Cultural Minorities." Now does thi by-law affect the program in

your department?

f.

What could your department do to-further imOlemept,the intent of this by-law?

- EXERCISE 3-

1. Estimate below the percergages of expenditures

. of cost for your department's program countrwide.

. 2
,Salaries ,Wages (pro ssional, secretaries, 6 clerks)

ContraCted Services ( sultant fees,-,....Workshops, machine
rentals, repairs) 4.449

,
.

Supplies 4'Materials (materials of instruction, textbooks, . .

. office.supplies) %. .,.

Other'Char4es-ttraved4 conventions, and meetings)
, '%"

for each category

/

169
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Equipment (new 6 replacement)

Total instructional cost 100, %
aelk

(You will-have the opportunity to check the accuracy of your eWmates later
on in this exercise.). , 1

2. Read the following:

A school system budget is nothing more-or less than the educhtional plan
for the system reduced to financial terms.. Through the budget process the
professional staff communicates its needs and desires, programs and priorities
to the Board of Education. The Board, in tUin, uses its budget review process
to decide its priorities and etphases for the upcoming year or years. The
county fiscal authori s (county executive and county council) then must
decide what portion o e schoc4 system's budget the county can afford and
raise the money to it.

The budget is then at once a communications tool and a fiscal tool. As
department' chairman you will participate in budget development decisions at
the'local school level. Your understanding of the results of such decisions
Will be enhanced by an examination of the county level budget documeilt.

The budget document is divided into two main sections (notcounting
''appgnaces), the operating budget and the capital budget. The operating
budget very simply represents the reouirtag operating coats of the school
system and includes items such as iateiials of instruction, salaries,.and the
like. The capital budget i's' concerned mainly with costs associated with
school construction; is projected over a longer period of time than one year;
and, in Maryland, is funded by the state. -

,

3. Obtain a copy of the current approved-bUdget.docuMeni from your

princi01 or media Specialist; Find those sections refeyring to the operi-!

r)
_

------. . -Ong-budget-and the-the=-budget-:------7-:=--,-.-----:

. 4. Turn to the section of the budget-deafing'with:your particular ,_
. . . .

prO'giam (for example, the Social Studie's-Secondary-program budget is displayed
: t , .

,

on pages D -32 and D -33 of the 1974-75.0eratirig budget).* .The f(rst page of

the program budget gives information about the program. List the four cate-

pries of information 'displayed.'

170
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The facing page listii

a. Actual expenditures-for thesecond priorYear

b. -Approved budget for thepriOrYear :

'
.,

.-,
c. 'Board requesr(for the budget yearEiL

- ,
. ,

d. Apprii; d budget" for the .budget year
,
,

. . ::. -' '. . . _ . _

With this ;information you can check, the 4
:-.

ccu racy, qf thlesitthtes, yoi):made-

,',--

Jr) ,Exercise. 3) actyity one. ,HOwdid you do? .:-.. ..- '' .

.,

, , .,- . .

, :.

Or

--

5. Examine the, capital budget projections in the document. What

schools are projected for opening in your area in the next several yeari?

-

...
tow

\

6. Examine the chart on. page D-1 of the document. Make a copy of

'this chart and identify the names of the schbol_system personnel as they

'relate to yopkschoorand program.

EXERCISE 4

I

1._ Usitg the following questtohs (or otters that-may occur to you)

interview a member of the area staff (coordinator, assistant area director,

area director) and ecord your. answers. r-

a. Whit kinds of instructional' services are available:from he

!ta office?

/7 171 .



b. What are the prscedures for obtaining these,servides?.

c.. What kinds of decisions are made at the area level?

What kinds must be referred to the central office?'

d. Who are the!pupil services peronnel dsqgned to my school?.

What kinds oVassistarice can 'get from them regarding the

program?

e. What,are some of the area concerns and priorities, this year?

2. Make arrangements to visit your area office cif you. have not

already done So.as a part of activity one). Record your observations here.'

Location

Personnel

Phone

Facilities

n

B-9
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!:VALUATION

I

Solicit questionS about policy, school law, budget, or area assistance

from members 0 your department. List these questions below and attempt to

find the answers,' If you 'cannot find the answer to a specific question,

indicate, the places yOu looked and the people you'aiked:
a,

0 .

4
I .

*
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UNIT C

MAKING CLASSROOM'OBSERVATIONS*

OBJECTIVES

You will: .

1. develop and use a process for designing and using classroom

observation instruments.

2. learn the difference between data and inference, and collect data

in classroom observations., 65

3. design some classroom observation instruments appropriate for

specific purposes identified by you andthe teacher.

INTRODUCTION

"

The teacher or student behavior most associated with classroom

instruction and learning is talking. Because of this association, teachers
4

tend to spend most of their conference time discussing verbal behavior such
11;,

gt;

*
How can I zmprove*my questioning patterns?
What'do you think I should have said to David after he talked

for the first, time?

Why do the students give such,short responses?

1

The above issues and others related to verbarbehaviot'are critical
,

. . .
..

for the analysis of classroom interaction. The analysis, however, is far

from complete if the non=verbal behavior is ignored. Mehrablan found in a
A

study of dyad relationships that the total message was 55% facial/ 38% vocal

(e.g. Intonation, pauses), and 7% verbal. (Mehcabian, 1960 Hodge supports

the power of non-verbal behavior; he found,that 62 students gavefacial

expression three and one-half times the weight o verbal communication.

, Hodge, 1971.) Galloway summarizes the strength o non-verbal behavior.
a

%
(Galloway, 6710
*This. unit is adapted from Champagne and,Morgan.

I



Not only do words fail to. carry the full intent of what
we 'Jay, they aren't' as effective as non - verbal expressions.

A head nod gives assurance. A warm' glance ,expresses love.

Focused attention - suggests that we. are'listening. A gesture

qualifies a word. Eye-contact Oases interpersonal distance.

Touching has its own meaning.. Our actions speak so eloquently,

Dards have to 'take.a backsedlt.

The goals of the activities :in thii onit are to 1101p,chairpersons

deveop techniques and processes for helping' teachers analyze and:improve

/

their verbal and non-verbal behavior, The activities should not be thought

of as end in themselves, but as a beginning exploration into an area

lacks research ad-methods..
4

Because of the complexity of classroom observation. we have modifi

the unit format slightly to separate the different sub - topics within the

. .

total area. We have also set objectives for each, section in an attempt to

further clarify the unit.

We begin the unit with a section voted to non - verbal behavior.

Beginning'this way is our way of saying- -this is an'imOortant 'art.ea of class-

room observation. It is not an afterthought largely to be Ignored

SECTION i 'FACT OR INFERENCE?

OBJECTIVESTOR SECTION I

\
You will:

J

I

4

's.

differentiate between,a fact (e.g. behavior) and an. inference. 4

L. when given an inference, supply possible specific behavior for,tte

inference.

.

when given facts, suggest possiblOnferences.'

O

a

X7.6

4.
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*

.EXERCT 1.e. a

.
,

I. Read tAe followikg short essay.,
Aik'l.

Describinghon-verbal behavior Is .a complex. task: makini_inferebogs -
....,...

kga
*

4,, , .
.

(i.e. iniepretatiods) froM the behavior may be even more complex. Knapp des-
; ,.. 4 P, ..

, , 'tribes thumorobslY) 'the difficulty of the scientist trying to make inferences'
'4. .. .3. - .

A
S. . v' frord an experiment: 0

. Il
C .t3* 4

Failure at the inference stage is aptly illustrated-
by the fami'iar story of the scientist who told his frog

. to jump .einci, after a few mi7iutep, the'irpg- jumped. The,
scientist recorded this be'havior and arignitated one of they
frog's hintl Zegs. Again, he told the frog to .jump'. fie -

.'repeated his instruction,yymp" several' times and,' in time,
the frog made -a feeble,atteist to .jump with one jhind leg;
Then the scientist cut, off the other kind Zeg, and repeat-

; edly told the frog to jump. _411,/hen:no jrpinr behavior
. . occiered.j.thee,scientist recorded in his Log:' "upon amputation

of one of the frog"s hind, legs, it began to lose its hearing,
.;. i upbn Severing both hind legs,' the frog :becomes. totally *deaf."

. (Knapp, 1972)
,

<,

ir 2. Writien below is a list of facts and, inferences. :related to non,
.

. ..
korbal, behavior. Place ar "F" next to cash feat and.an "V eac!next to each

. .. , ...
. .1 A ference: ' . -

14.N 4 . .,
. . a. The class wasliagring. ,

, . .- P , "N____.
a .

b. ,The c1aSs was exciting., . .

-c. Two students hat their heads on the desks.,

,- d. Two studeritt were very interested tn. the lesion.
.

e: Ted raised- his hand three times 'to answer questions.

f. Ted wass very ,interested in the lesson..... r. ,
. .5 , 7.'

. 1,.,,, . .
. g. 'Ted..did not underseihd the lesson.

> 0 k .'., ..

,...' -lis led looked down at the floor after each ouesftion...
.

.. :".,P k ,

P cfr.....j Ma'ry- needs much attention from,-;the 'teacher. '
. .. . . . .

,j. Mary's ,shoulder stiffened When the ,teacher touched 'her.

..
r.

*M%
,
r

A

5

I.

t. yor,

* C-3 , 3

"
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..

to

C)

3. ,in:o.ur defineltion system, statements a, b, d, g, a'ne 1 in the .list
.4trare inferences. Why are the. inferenCes?

0

ay. .

. z

e

4. Write some non-verbal kinds' of behaviorwhiCh might have fed an
t

observer to the inferences in "V above. (We are not stating, that the. infer-.
,=P

ences are righCor wrong. We are simply trying to distinguish fact and
* -*

infertArices.)

(1)

'

t

f. L
(1)

.(21

(. ,

,, y .17

So.

is (1)

(2),_

`4, .4 -0

.0

.

tA -

'do

.44

,

' 0 .e -
c,4. 6. , , 1.3

...
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EXERCISE 2

1. Numerous interpretations can be made from specific non-verbal kinds

of behavior; obiervert often see a non-verbal kind of behavior and make an

jdference from the behaviorwithout thinking of possible alternative inferences.
.

An example:

a. The teacher asks a ques n. He looks at Tom who is gazing'

through the window at the football field.

°Possible inferences:

11

(1) Tom isbbored.
. 0 4.-.. .

.

.
(2) TOm does not understand the question.: -

,....-.
: - v

(3) Tom needs time to 'think about an anstier.

a

A
Tom is thinking about football practice which begins in

.

20 minutes.

5 Your turn_ now: *-

b. After the class, the teacher reprimands a student for his

negativebehvior. During the teacher's comments, the student continuously

. '/
looks at-the floor.' 0

. t

Poisibie 'Were ces:

O

.
.. (2) o

c. (.

14) ' .

c;,1 After each question asked by the, teacher, BobAnthusiastically
.

riiseS:his hand. . _. ,
I ;. ;

Possible:Inferendes:

0



during the class.

(2)

(3)

(-.4)

d. The,iiacher always stands within two to three

Possible inferences:

)
t2) oN,

(3)

(4)

EXERCISE ,3

-`1

fe4-of his 'desk

Visit a aassroom *) minutes (or view a video tape of classroom
. ' A

interaction). Mentally or physically turn the sour:* off. Indliate beloW at

least.five examples of non-verbal behavior.' Next to.'each example, wite

possible inferences a teacher or observer could 'make,,frOm the behavior.

J. Non-verbal behavior:

Possible- inlerentes.:.--
/."1. rt

t

2. Non-verbal behavior:
-
. ,

Possible inferences:

I

io4.,06

.

'

A

.;>



3: Non-verbal behavtOr:

Possible Lasrences:'

4. Aon-verbal behavior:

Possible inference',

t .tb

5 Non-verbal behavior:

4
0 Possible inference:

.

Evaluation for Secti 1

Look back a the specific objectives for this section. o you have

thq listed skills: Can you useIrthese skM1s? HOW do you know?

A .

O

0

4

O

. 0

O

18
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SECTION II -,AN.EXAMPLE OF TEACHER BEHAVIOR- MOVEMENT

OBJECTIVES FOR SECTION II.

You will:

A
1., use and critique a category system for analyzing teacher movement

in a classroom.

2. adapt and/or desigh a category system for analyzing teacher movement

in a classroom.

EXERCISE 1 -. Read the following short essay:

Teache rs, from pre-school throUgh graduate school, are being

confronte d with the issue, "HoW can I individualize instruction when Ihaire.

20 (or 30 or'40) students'in my class?", One process for bringing about this

individualization is through the nonrverbal behavior of "walking." Students

Ir-
. describe the "front" and "back" of the classroom by the placement of the

teacher's desk and the teacher:, There seems to be a magnetic attraction

,

between many teachers and their desks. If a teacher could break the magnetic

bonds by walking around the clastiroom and giving encouragement and tutoring

help to individual children, he /she would begin the process of individualized

instruction. KoCh reports on the difficulty of teachers interaCting-on a one-
/

to-one basis with ptudents.
.

. ,,
)1, .

We asked one teacher to deliberately try moving close to
the students when they were working in small groups at tables.
She reported that it'was very hard to do, She felt conspicuous

t and iZZ at ease and so.uncomfortable'that she wou ld have given ,

up'on further attempts had ahehot gotten immediate feedback
from the students.', (Koch, 1971),

In Miller's research on teacher movement, he found that the more

. ,

secure teachers moved around the root and among the children. His major con =
.)'

- 7_

clusion inthat,distance is'a negative.determinant of affective interaction

..

and closeness a positive determinant._ (Miller, 1960_

c-8
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. .

Your task for thiS section is 'to dey'elop techniques for analyzing

teacher movement 1d-the classroOM.

EXERCISE 2'"
, -

Describe below are two observation systems for analy ng the
:. .

.
.

movementbehavior of teachers. Study each system closely and follow the

C
. ,

directions for ks use.
-,

, .

1. Draw a map of.a.ciadirooni you will observe. Include all aspects of

the room: deiks,,work tables,, chalk boards,qhilletin boards, door,
.

pfly-areesl,ptc. Next, divide the map into,4 quadrants andolumber

each Quadrant._ -Aservethe class for 30 minutes and do' the following.

a, Time the number of seconds the teacher, spends in'each quadrant.

List the 'time and quadrant on paper. The list shmild be in a
_

.

.,chronological order, After the aservatfonl
:,

-

1-,, ,f. ,- . .

b. Calculate the percentage of time,tne leacher spentin each
. --

,
quadrant.'

r
,

....

1,
,

c. Write poissibli inferences*'.yoir can, make frbra the data n.
,-,, r ,

, .--,,
-r- I, -, ,:

o . 4 .: ( i )* ' ..,
e *
..- , * :1$ ''' .

,1e,

"(2)

(3)

. 4

od: Review the data collected in step 0. Do you see any patterns in

the teaher's movement (e.g. Does the teacher usuallywilk to

quadrant 4 after quadrant 3? Or does the teacher usually ignore

qUadrant 2?) Your present data may not_adequatelV Ahow patterns

of movement.' What other data can you collect to establish these

patterns?

*See.Section I on inference rrjaklng.

16
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List the patterns:

(1)

(51-:

(4)

Write/the possible inferences you can make from the patterns

..descl-ibed in step d.

-

(2)

d dd
(3)

.

0

f. After using this observation system, what changes Will you make in

the smtem for,-,your. own use? Why?

c;

2. The ,o bservation system described above included data on all of the

movements of 4 teacher. The'system described below Includes a:
.

,

C
sample of. al ,the teacher's movements. The observer's task is to

*categoilse the placement of...the teacher at the beginning,of each, five-

second interval.* If the teacher is in quadrant 3 at the'begrnning of
..

the-first five=secOnd ineel4a1; a ."3" is placed in the first block.
- .

A "2" is placed in the. second block .if the teacher is located in

'quadrant 2 at the beginning Of the. next five-second interval, etc.

-1,

Only inslude.the teacher location at the very -beginning of each five-:
. I

second interval-ignoreallt other.,behmlior in that time interval.

. .

*he

.*

C-10
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A
(Remember! You are co lecting a sample of the total teacher160

Movement.)

alb

1

2

3.

4

tul 5

z 6

7

8

9

10

5 10 5

SECONDS .

'20 '25 30 35 4o c 45 50 55 60

4

4 .42

a. Calculate the percentage of time spent by, the teacher in each "Iit"

quadrant.

write the possrble inferenca you can make from,the data in

.step 2.

(1)

(z)

I

4 J

(3)
. f r , 4 . 0

c. Look at°the c art on which you.coliected the 'data. Do *you see
.',,. .,

any patterns in the teacher's lvement? Circle the patterns 0
.

.

the chart. Describethe. iat,terns.

,

.4\

)

0

°C -11
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1
. ,

.

I

.

, t

I-

i

Evaluation for Section II
1.

, .

Some'additional activities for your further mastery are suggested

here. These activities may be used as an evaluation of your.skill.

1. Observe the same class with two other observers. Observer #1 uses ;.

System 1; Observer 1{2 uses.System 2.

$ 2. Train teachers and/or students to use the observation systems.
.

.

Discuss the results with them.

SECTION III - IDENTIFYING NON-VERBAL BEHAVIOR

6

OBJECTIVES FOR SECTION III

You will:
. r.,

. ..

;

1. write an extended list of non-verbal behavior. ..

. .

2. sele t those non-verbal kinds of behavior which have applicability
,..

in class ms
.

4

1,

*

EXERCISE 1 - Read the following short essa

110
.

Koch describes non-verbal behavior as:

Any measage,eent-or received, ihUeOendent of the wiitten

can t

or spoken word, is an instance of non-verbal It
an even be 'distributed among the very wordhemselves.

.(Koch, p. 288)

'four task is to identify those'non-verbal kinds of-behaVior import nt

to the learning-teaching process. Since few educators have thought formally

aboutidentifying ,these non-Verbal kindi of .behavior,6ou will have the

Opportunity with this activity to become the 'expert." , . .

4 .. 1

EXERCISE 2 ,.
4

';

.

Your first task ts'to list don-verbal Ondsrof behavior associated

with day to day communicationqmos of thede kinds of behavior. may be

p. i88

C'''12
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apOrcable to the classroom environment)., Place yourseli in front of a mirror

and/or.observe others. List a non-verbal kind of behavior associated with the:

1. head

2. eyes

3. 'mouth

4. movement of theneck

. 5. shoulders

6 arms

. 7. hands

"8. trunk of the body

,
,

A

legs

IQ. feet

114

/ :
11. intonation'of the voice'

. '
12. movement

13. .

44, it
sa

h. f.4

a, 1.1"

4'

4.1 ,

4

r'
II



EXERCISE 3

Take your listfrom,Exercise 1 with you as you observe children and

A

teacher(s) in a classroom. Add non-Verbal types of behaVior which seem to

be appropriate to the classroom but are not listed.

EXERCISE 4'

Videotape a segment Of student- teacher interaction. Play the taped

segment without the sound to a group of students and/or teachers. (If video

equipment is not ava44eble, this exercise can be done in a real ClassroOm

situation with the observers mentally "turning off" the sound.) Ask the viewers

questions which will help to verify if you selected keznon-verbal types of
,

behavior. They day include questions such as:

Aw S

"I*

U., Why did that student look dowfi at the floor after fie interacted with

the teacher?' - ..

.

2. Look at student A. HoW do:you. think lie fls? Why do you think he

feels that way? What 'kinds of behavior:of his "tell" you he'feees

that way?
. .

3. How doesthis teacher "tell" his students wVhout words that be Us:

.-Evaluation for Section III

..

satisfied with their workNand/or behavior; likes/dislikes a
.

particu-
, i

, -I * .
,

- . ,

lar student; ;enjoys 'the,content of the lesson; wants to have/not

, - ,

have close contact with the students; etc.

-1

"
. 1 ,

Use the non-verbal landb k.of behavior identified above as you work

through, the final section of this unit. if you can relate the non-verbal and

i .

I 0 thevrbal activities to each other, you have reached a beginning level of
...d. .

r

competence in using them.
\.)

1.9 0.

:C-14
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SECTION IV - THEUSE(kISUSE) OF LABELLING - THE HEEDFOR OBJECTIVITY,

OBJECTIVES FOR SECTION IV

You wifl:

1. define in specific behavioral terms each label used.

2. analyze and critique labelling activities. s'

4.

EXERCISE 1 - Read the following short essay.

Educators-often fall into the trap of using labels to describe.

class6iom infOaction. Kounin describes this problem:

To write that children are "attentive, well-behaved, dip- -
%

orderly, apathetic" and the like, is not to provide descriptions
of actual behaviors. These 'axe judgements made by an observer
and are not behavior facts. (Kounin in Cogan, p. 137) .

- .

Labels, which do not include specific kinds of, behavior, can easily

be misunderstood by a teacher and chairperson during a conference. For

example, the chairperson may state that Robert is a good student, and the

teacher may nod inagreement. After.a deeper analysis, one may

chairperson'S definition of "good student" includes:. initiates

find, that the

ideas, listens

to those who disagree with him, and helps other students With,pioblems.
.

contrast, the teacher may feel that Robert is a good student because he:.

C
comes to class on time, writes, neatly,, and dresses conservatively. If the

chair-Ott-eon and teacher agrqe.on the meaning of labels, (i.e. the spe ific
,

,types of behavior of the q4bel), misunderstandings between the cAairperson

and the teacher may decrease.

EXERCISE 2

1. Write the specific kinds of behavior you.associate with each of the

labels below: .

4. Cooperative

C-15'
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)

'4011. Well-behaVed

c. toOd student

f

N

a "

"(J. Good teacier

e. Disruptive

f.

2.' Ask at.least.two colleagues, to define the above labels in terms' of

behavior.IP

3. List below the areas of 'disagreement in the kinds of behavior

4/..

attached to each label:

-a. Between you'and your colleagues

r
V-

:

b. List the areas of difference between the two (or more) colleagues
. .

in bheir
.

deicriptions

.

4. Draw some cooclusiops about the probleMs associated with_labelline

-when .working' with students orteacherg.-
:

dap 192

c-16
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SUMMARY

Obviously forms developed by us, or by you, such assthe ones used in

.thi.s unit wi,I1, not solve all of your obsgrvation problems as a department

V
1

-
.

chairperson. However,,we do recommend the prOcedureswe used as first approa-
'.

..

ches to most observations.
.

,
..

.

4 , o

1. IDefine, with the' teacher t6e "problem ". you are discussing in behavioral

,tetris. 1 .

4" . . 1 "
''

/

Decide ion apprOpriate data to be collected to observe or record the '

kinds of hehasior vw.belfive are' important.
.

,,'

- . .,
3. Colleat anesharethe datawith theteacher and then plan modifice-

. $

.
.

, . .

tions of teather or student behavitor.based,On-the data collected
. ., .

1

.

.4 'In some cases standard,obseryatioh strategies writ be useful'.

Generally, however, we%do not feel they are as useful as.those you devise
,,. 1 .%1 '. . .

with the teacher. The CONFERENCING UNJT in the CBTP pi:ogram will suggest

.
.

additional strategies which may be useful in your setting. You wll be ,
', .

`ready to begin on that unit after youcomplete-this WO. '

t.4. .

s.

I

UNIT EVALOAT4ON

1. Do you feel 'comfortableatV-rsing ikger446-00 "forms: for you agd:your----

teachers' ise?

2. Do teachers find your observationsuseful7

)

%
.

.

---,..:1.
,What suggeltiotig do teachers make to improve your data collections

.
a ./ J

, .

in clagsroom obgervations? .

.

.

- , 244

-

at other work doYodAeed to do in order to gain tne,mpsiery level's,

yotrdesiTeinmaking classroom ob*ervatibna
,

.

i ...

5
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This' unit is one fh 'a series which taken together

with the appropriate management system constitutes
a Competency Based Training Program for educational
,leadership roles. The wigs are designed to assist
participants in developing specific instructional
imprdrvement and instructional manageffent compete cieg.

''For optimum results, this unit should be used in

:cdnjudction with and according to the Orection
the Competency, Based Training'Program'Guide.
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UNIT U

THE PROFESSIONAL C6FERENCEA

.OBJECTIVES'

You will

1. '.Yearn the twelye st*ps in the professional conference format.

111

6, 4.1

4,
"

4
6

. 4,

-

2. analyze a real or simulated audio-taped conference. to determine if they

chairperson included the twelve steps in the professional conference

.format.

3. analyzea real Or simutated audio-taped 'conference to determihe the

chairperson's stage of,!directiveness:
(

; ,
, .

. .

4, use the professional conference format comfortably and
,

easily.

't J

5. .adapt this conference ftormat, after mastery, to your.own style.

.

1t

.
. -

:
k.

,

. \

INTRODUCTION -. ..:. .

,,,

t .

Any commumicavi.on between the chairperson and a,teacher.might'Pe ."

.
.

. .

,.',

called'a confer We hayechOSen *to define a conference as,that sezience' ,

,

...I.

of eyentsdurirgwhich the chairperson and teachers plan, ordiscuss the tea-

,

.
.

,

f cher's InStrUctionaT'aCti-vities-4n-the-ciassroOm-,-
We-eliMinate_from_this_ -

la
, . , ,

, .

definition chairperson /teacher 6ehayior which h S as its major purpoie the ,
,

=, -
., 1 .

i
..

maintenanceof social relaxionship*Aetween,the*chairperson bild.teachero We

-
, .-

." '''. .. do nopmean to imply that' other behavi-or is. .unnecessary or.unimportpht. Th&:------t

... . I: ,

. .
,

...

. .

, ' :. '.

-, ,

quajity'and type ofthe,huMaA relation'ship'between..the chairpersOn/tiacher

, , es. r'.
,----1 9

1
.

probabiy.determines the°effactiyeness Of"theiiprofessional relation,ships.

,Qe are focuOng on the purpose of the Orofessional conference and trying.to
.

', . .

t. indicate a way of effeCtiyelypcarryins out that'purgOse,wthiii 66 twin ,

f

I.

i

constraint; of tiMeaneresource:.
r..

.

. .

A PThis unit
,

te
1

ls adapted ,from Champagne and Momam,,,

'

.t.

%. .

, I ... . . 0

1.

3.

., oo,



ti
4.

. t). steps in,a professional conference and,tbe continuum of stages of

1
/

) .

111
4

nelping a tivities suggested in this unit are the result of.the professional

.

,
.

'pracel,,ce f Champagne and Cogan. Thgy represent what has become an efficient,
,,.

clear set of 4uWelineS for behavior;. -Tey are at the same time supportive to

-
1

the'teacher. Practice also suggests that using this format io.short conifer-
.

,

enters lasting about 'fifteen or twenty minutes with one or two issues you choose

to foCus pon,' will produCe instructional improvement. The gather has clear'

directions uponwhich to go, and he is not ovrwhelmned with many suggestions

.
,

,,

at once. Long conferences tend to lose focus and become. punishing. ..

,

, While'no two conferences are ever alike--and they should not be--
i

there are certain common elements in every conference. There follows a sages-

i

ted sequence of steps in the conference format. Explanations .of these steps
.

.

and their sequencingfollow the suggested format.

' EXEC1SE I

John L.Morgan and Uay.id W. Champagne: t. Then learn.thetWelve steps of .,the

.4,
4

r

rofAsionalconference formats in sequence. pu might' want to audicrtape yours
. . -- ,.

rec-itation of -these steps order' to check Your mastery of them:

A .:i
. S A aa t*

...

.

Read thevaper entitled "The Profes-tional.onferencan adapted from
. .

r

1 9

9

io
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The Professional Conference

Continuum of State in

the Chairperson's Role

The 'Supervisory' Role

.
,

.Stage I. Chairperson initiates;

.-.

chairgerson chooses.

\'.
4 Stagg 2: ihairpersga initiates;" ..- 1

chakrper&on and teacher 4

4'

'choose.

Stage I.,.. Chairperson initiates;

teacher :thdoses.

'Example:fromiteps-6
of Conference Format

4'
I. The,. chairperson proposes all

of the alternatives andttheh
.t.

/

.chooses one.

2. The chairpei-son proposek all

the ta4ternative strategies-;

they jqintly choose one.

3. The chairpeiton.Ooposes ail

-the-alternative StrategieS.

The teacher chooses ona-

Stage 4. Chairpersonrand teacher 14..Both chairperson aneleacner,

I

. 11

both initiate; itachei propose strategies. :- Both make

chooses. e
, .

t ., e.
... ' a ChoiCe.

f -

)

,,

., ;
',, .

Stage.5. Chairperson and teacler, 5. Both chairperson and teatrier

both initiate; teachfr ie propose strategiesirtand the
w.

-

chooses.
.

.. .

f

teacher chooses one:
4 ,

. .,
..

.

-
o .,

46. The teacher proposes alt,Staget6. Teacher inieiites; erna

., ,
..

4."
thairzerson and teacher

. .

,
choose. ..,

3.4
4

,..
o

:A
4 di

stage 7. Teacher-V.0i iates;:chai,rwk..
,

....

pers6n.questicift ii teacher
..,

t4..

..`
chooses.

'

- ciattifjeing questionfi, the: ' 4

, ,
l
i.

ta teacher..c es. . .:;,A l'
.

.

tives; tiotb the chairperson

and the taaChi;choOSe one.

7. The teacher proposes alterna-

tives; the chairperson asks-
..

",IP

. ,v,

, . ' Stage O.: Teachdr initiates; tefiche

.:',. = "
, ' ., i

chooses. r

4"

N
Stage 9., Teacher initiate5I,teacber

defines role bf dhairperspp;
.

' teacher chooses.

8. The tea er propoSes alternatives;,,

teatfier choosl tha t4aif.7,

tperson II stens . 1
4 4.. ..

4 4; ,
.

9. Pheltpacher-proposes the alter-,

, natNesk,he defines a role for

I

the chairperson; and hp makes

thechoice. -,

-. .

;
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The Professional Conference

Adapted from

John 1... ?Morgan

. David W. hampagne

,Steps in the' Professional COnference' .

6 Step,1: Objectives of the-corifenence are specified.

10

- 4

Step 2 Present behavior of the students arid teacher related-to -the.objeCtives
-,,

'... ..

,
.z.,

of the conference is iscussed,..
..

, .

. . 4 :,
'Step 1 An agreement. to focus- on ohe or tyro issues is, made,

. . .--

.

- , . c
.,-

Step 4. An agreement that..some Chenr,in behavior is necessary, or prat some
..., , 4

behaviors a repriate and should bestreised, rs made.

Step 5, Positive.appropr ate teaching behavier"related,to the silecific focus

-of the cohference are identified and rbinforped.
. -

.Ste 6.- Alternative behavior or alternativesrelafed to reemphasis of exis-
I,

N

Step 7.

Step 8-

, .

tifigleaching'behavior) is propesed%andekamined.
1

...,'
1, .

-

:-

One,alternati-Je frcmproposed is selected.
.

te
SpecifiC:Oanhigg for the Implementation of the selected alternatiVe'

.

i,compleced.,

.Stirip 9 implementation 01,ans-Of the Selected alilernaave,are.-praCiced

. ,

' ,

( ;,:

Step 10. Crit&ria for suctessful performaiice of, the alternative
,

liphayiorre

.1 .f.

'1v-,.' selected and agreed,-upon; .

,
.

,
,

,

. Step 11. Teacher gJeS feedback-on pirrpose,and perceptions of co3fererice.

,
1\ ' ..'

... .

Step '.11-:;-

.

Commilmen s of:chairperson
4

and
.:
teacher are revieve.il.

.

J
. .

.: ,.

I.

CONFEkttak'IERMINATES

cs

r.

-

k

t ,

1.9
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The Professional Conference

,

Clarification of Each Step and the Sequen2c

of Steps.\ of the Conference -Forniae.--
,

,
, ....

Step One: - SPeci fying' Objecti*es

..'.. The pui:pose..of Step, One is to make 's'ure th.ttcith peoRle in the
...,

..
.s. .. ..

.conference: agree do the fgoals'.. th.i s sharing is., .1c,i4oci; of "contract 9setfing.

' '

er''
r

,

establishes an atmosphere dr.:Pi.e.t's-geit down tO;bti,s,ipes..."

:Step Two -Revielwing pata Related...to Objectives .4.

'.
..'./

. ,

-*Both the chairpersoh and:the teacher must haNce. ,c..r ',develop the.',§ameY'sa
41*

.

perception Of p-esently 'happen ii g' in the learn ing' tuat Bah,

,

parties must 1imit:Or discipline theMiehiet to decribing the behavior that

s ?e I ated :to 'the object i vies of th'e CohferepCi.

, z-

- . , ,` ,

Step Three - Selecting:a Focus-. : . ---1., -.
,

f?..:.- specificA focus.' on one or .two'tSsues allows more specifrc plipning 'arid 'a,,more
: .,:. ...,

,....., ....,"

rapid change. i- n
.

.

.,i nstruct. i cin aj,- act tv-i tie4(" i t al§o..,he 1ps keep the confererice-'
.. . , .., - "41.

.ihort. 'A. short- cOlfefetce , is' -usual lyiTnbre--01b4uct4e.
.
t han.- '-:: nger on e-.-5----

. . 4.

' , v

.
f ;

..1

, -S.:tek.FOur Agreement' ;Oh Necessity of a Change ...

,-- ,The ".purpose Of.this 'step.,1§ tovseek a coritriitment tO Chahge ori the

'. .

pai-t of the teacher: th i s seep; should be and done only. .;

drAT*7
,. ,. ..

Step Five - ,Reinforcemeot OfAspeCti of Present kletla,..flor '-'

:.-- : . . ? '
1

%. : V
'' ... The purpose of this 4ep 'li to a*sUre'.ihe teacher that spine parks cif

....., .,,'.,.....,,
r

, , . .

.. ., t
'his behavior are-'a ropril-ate: ..the,,ta"SkNir. hange is thUs less. overWhel:mi.ng.'

., . ..
-

, '\-..fi ..,*.

Thechange:ipeni be'comes an 'extensfon of p went behavioe rather thail a denial
...,

.
s _ .

...

n'

,

of previ ouSibehay..i or.

,.

V. V '40

if
4.
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Step:Six -,Pr,opoing 'Alternatives ! Xs .
c.

X 16

.6
I

. , , ,
i tiore titan, one ' piatiernati;ve, sliou, be considered' before a Choice Is i

.

made. S,trengthening ,or extending existihg behavio'r 'is one ,alternative. :::.
,

...

,,. , I, .... ., ,,. -
.. ,.....

. .

--',
.

t,

Step, Seven.- SeleCting.an: Alternative; . , .

. .

.
.

..., ..::

', 'i

I t..is difficult to. implement several :chaiiges at',,onC.e. fi'41Dinti

alternative is selected,' the' chance for success" is'-better-than when more

,

one alternative is selected.
s I

.

;Step- Eight -'Specific Planning.

.1

,,

than

Specific planning includes: the object ives; '-procedirres,, and evalu-.

4 w
ation. j1 is suggested that the specific plannir.14.be written or audio taped .

'
. -

a ' :*

' tq that both the chai,rpersdp, and- the teacher. wi 11 Italie 4': record of their
...

, ,
.:

7cbrqmitme. nts. &record makes both the part icipants accountable.

,

4

.4..

.

Step Nine - 111;c6 ci ng

-.

This ,.pract ice. is an,opporturtity
fOr the.teaCher to try new behavior .

.
,. .

';'

sunder cond4ions where he can get immediate feedback. This 'pract;ite. identifies
i .

II

1

any unclear areas in the planning.

.

Step Ten - Establishing Criteria

-
This agreement, sets a real istic-gimpestat ion for the teacher. Both

participants, should exercise care that the criteria established are reasona

' and attainable.

. Step Eleven - 'Giving Feedback on Conference

.

, This step allows the chairperson to find but what the perceptionS

' Of the teacher are. The ,chairperson shstutglearn'hovi to ask this question

sd that he receives an open and honest answer. The chairperson does not

D -6

2 ,

,
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0.4
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."
....I,

e
e 4,40.

.
44' ' .

4 4W '4%

dpferb:.:1,OS beiiavi9ethere4 61widerSIan'the.pereeption of

1.:" .

A" A

A... .1

t g 0 0 Twe4ye0',-: Comid Olen is
,

'
.

Oecking out%and 'restatement O'f comAtents ts necessary.

4..

del4brateredundanCy. Wprevents major mistulderstandigs. After

, .

..:theres.taterlient of' cOmmi,tmeiits:, the conference should end.-'

Within'thticonference format all steps can be made congruent with

. ,

;the establishment. and maintenance of a helping-consultant relationship. The
,

entire structure bf the conference, while it serves the goal of efficiency

in'the use of resources, says clearly to the teacher, "I trust your intern-.

§ence", your interest, your professional purpose."

The conference format was deliberately written in a passive voice

(except f.ipr Step ll) with the initiator unspecified.

The chairperson's role within this conference format can be

conceptualized ona continuum from directing to consulting, Any of these

roles is a legitimate one in the context of the agreement between the con-

ference paticipants. The chairperson in the framework established here

should always try to Move toward the consulting role and away-from the

directing eole.
A

.

.Themajor stages 'within this continuum are - listed. Steps 6 and 7

of the conference format are selected as the example'used to explain these

stages: 'The stages apply, however; to all'the steps of the suggested con-

ference format excepting Step II.

The last? stage is the true test of autonomy, and of a helping

.

.

relationship. As the teacher becomes self-directing; he can and.usually

.',

.,,

will manage the chairperson back into a more active, role on a peer bas i S.

Ji is then free to seek and use aid, but he determinesitsits-
.

...
. ..., . '

.

D-.7 ,.---
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'>tage Une is usually self-defeat-irfg and' is not recommended. There ,maybe times when it is appropriate. It is never desirable over any,extended

period of 'time.

EXERCISE 2

Listen to the prepared audio tape. Try to Identify the twelve steps
.

of the profess-ional conference.

EXERCISE 3

Audio tape.a real or simulated conference using these twelve steps.

You should explain to the other person.your purpose for taping this.confer4nce

4 if this is'a real one. You might say,-".:This is a method I'm trying' to master

to make our conference more focused and meaningful to both of us." If the

conference is simulated, explain your role'as chairperson and the teacher's

role. This teacher should.also know you are trying, to Master a specific '

conference format. 0

EXERCISE 4

Use the attached checklist to determine if you ,have included all the

o

steps in the professional conference format in'ihe order stated in the opeT.-

You should record data to support your, inclusion of A h,step,

Analysi's of ProfessionaLl Conference Tapes

Stages in the professional format ( V if present, X if-absene)

Record actual statement used which gives evidence that this step was included.

/se

205
,,%

D-8.

er.



4,

EXERCISE 5

$

°

Have a colleague analyze your tape using a copy of the checklist

provided to see if there is agreement between the two.of you about the tape.

You may have o explain the system you are using to your colleague.

EXERCISE 61 I

Re.id the last two paragraphs of ;'The Professional Conliference".pakr

again. listen to your audio
#

tape of a professional, conference again-. Then.

make a self-determination of the stage of directiveness oryour behavior on

thi's tape.. Have a colleagye check yourdetermination.

EXERCISE 7

The purpose of Exercises 1-6 was for you to internalize the

importance of the.professional conference and to provide you with i format

that could provide you'with the skill of making conferences between two

persons more meariinsful and effective. This is one choice of a format. lit

m4ght not fit your style. State here 'how you'woutd change or adapt thii p7

Terence format for your own style of working.

204

3

-,4
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c..Q. RCA SE c)

Answer the following question:

conferenile format?

-
What Other uSes"do ..)%04 see for this

1

t

ti

4,

EVALUATION .:. \ ...

The, evaluation of. this unit i's,.
\
yockt completion of

Your col league's. cOmplet kin .of..t(he checklist used in Eicerdis
. ..-- ;

i. .
:J . .

also be useful. When you can include all s eps.,16;\the confer

trams, eiO'ns _from One to the' next _and with no eal ,st\Umbling,dti.. ..

4.

conferer(cen yOur revel of mastery is high

the conference to your qwn style and personality
)

/

.ugh to begin

0-10
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This unit is one in a series which taken together
with the appropriate management system constitutes
'a Competency Based Training Program for educational
leadership roles. The units are designed to assist
participants_ in developing specific instructional
improvement and instructional management competencies.

For optimum resul s s unit should be used in
conjun and according to the direction in
AtreCompetency Based Training Program Guide.

207'

.1'

-"



OBJE.CTt, VES

You will: 4

4111. IDENT,IFYING LEARNING RESOURCES

1. specify the location of the following items:. ,company catalogues,-

directory of company agents, and county media services.

2. complete a search of company catalogues dealing with print and non-

print instructional materials in order to list all materials available

on a specified topic.

3. summarize the procedure for obtaining instructional materials or

services from: county central office, area office,'and commercial

vendors.

4. explain Anne Arundel County BoardPolicy dealing with the process.of-

evaluating and selecting basic and supplementary instructional materials.

1

INTRODUCTION

Teachers within your department will need assistance in identifying
. .

.
appropriate instructional materlis,in order to teach. the'county,curricuium,

-

Often they will ask, "What materla

objective?" You will-want to assist them

.
'table to help me teach this

iniden"'Eving materials already in

thesdhobl or to help them find materials outside the sChOol. The objectives

in this unitdeal with the folowing: (a) identifying appro r' te-inricalonal
.

.
.

. .

materials, (b) obtaining instructional materials and services, and (c) deyeloping
.

.

a knowledge of the co policy
.

in using instructional materials.
- . 4

t

4.

s
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a ,a . #

4
4, b ..fr '..

EXERCISE I
,. ,. . . 'fi-t

. ,,
. , , ..

. -. . ....
I, n, order to: identify ins trUCt i ona 1 ina ter ia-l's, you musi f i rst knaW _the ":. f. %

% . .b..

X

*. % I ,I,, ....
% P.

resources available for ass istance in this task. C pleee te ., fdl low ing chart:
.. I I, ..

.

55
Os

.

p :6-

MEDIA SOURCE :T. LOCATION . CONTACT PERSON

Schoo1 bed ia person I
. name-

14'

54

.

Central office media
person (s).

..

: -

.

name's) - jobs

.5 .1'.
f

- I

4

.

Area office imedia,.

persons ,

t,

"1r
.5.

names-
- ' '

S.

$

Area office resource
teachers (your subj:)

Lo. %

n a fn e s it' .1"

. I

I . A

'

N.

Commercial representa-

tives

epresenta-

tives (1 ist 5)

,>

V)
E -2
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OOP
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EXERCISE E *2

.

4. .

44

. .

. 0... '''''t ',./ ' . C ' ,
/...4,' , . ''

$`4:1 ,Sili'Ve- th Vg tx-erci sede'als,.wi th..gie 1.11 trucilona 1 needs of. department .-
. . . # . , ,:.. .. t 1,

.
4 - t

...," .. .

.. fieffibeces4. :you .w(i t rd ..the Ls.' ass.i.t,ance. . ide Pe: okro teachers as ohes from __..
... , ...;;.-, ..... e'', ' " A f, , .; "

.;* t"V: .:

% .
, '' ...---

whom yo g w,,i11 request i9formation. Oget, with them to explhla the natuFe of this. ke {. 4

. ..* I

. .....,

o

6 4" ' 4.t : ..414.,,..,,,:. 4 ': 4

'exercise At that:meet ing ask each teacher to . spec i fy, one instructional objtc- :.

,. , r; : ,..* , - ,
;

.4, ...1.' .,
... .

:.:'. ,. t i..ver:' ro.5;a1411-Etii 4t he:y .haviihid d i f fi cU 1 't f 1 nd g 1 nstru.c t Ibria I. .tpa te r i al s ,... ", . ''''''
.:-,::.;,-_,,..; : . 7,-

4 4, t , ' 1 e .
.. ;'.. . o-k 4- '' -
: ..*..".. 4 ' 1 . Wr i teuthg ins tttitina I, ol?..lect i4 vef s :..,,;.= 4 '. , ..;,'",'"

, 4
I , .1 ' t'

., .:: I ' ..., . 14,' "a ,

,
...616. . '

P. *: . " V" .7 .1 Ar . 7 : 'f :. !;*
,-,.. 9 ; , a 4

Object i ve '1- 's . ; ,'
,

4.
.

. ; ... : -A. ....-. ..e , .

..
-

.

-: ..: ; ..e, ;,...:;... . ..,1 .:.. . . ,.....-., A .i 1
.

,
., 4
. PI

.:e

. ',Are' -, .3.., , r: ... , ...:, 1.4 . :2,, ., . 1

. i
,

, ,...,
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d. Ask the school media person to identify those companies That

consistently supply a good product and give good delivery service. Place an

4;

asterisk (;),by the recommended companies In the above list.

3.' On a separate sheet of paper place the title-

P

EXERCISE 2 - MFERJALS TO WAIN OR PREVIEW

Use a separate sheet of paperfor each teacher's objective. List the histruc-.w

14onal'materials (title, company, and cost:.
4'

EXERCISE 3-
1.1..

,

Knowing where materials atebls,only the first step. Now you must know*

how to obtain seeded services or materials. Complete each of the
A
followiiig

activities.

School Media Person

DiscoiS Your schoO) media specialist (librarian) his or her Vies -.

ponsibilitihs reg

2

^sr

diht#,the acquisition,'selectiOh, And evaluatton of instruc-
. .

006'0 materials' for

be,Tow:

,

your particular discipline area. Summarize your discussion

I

I I

#.0

''7=:,-:p ".1;-. 4..'
..

1,

#1"

211'
.E-4

'a

b
' /

a

e

A



4

4:. Central Office (Riva RJ.) Media Center, f'

Call the contact person(shand ask- "What,services do you provide?"

. ,
You will want to 'ask other questions in rder to obtain a "clear picture" of the .

, *

/role of. the center and the services avail ble to you as A department chairperson. .

Summarize their response below:

Area Office MediaiTeachnician
4

Contact an area office media technician and ask questions like-the

!- '17 ,

foJlOw)ng; "Do you" have commercial catplogues-of-print and non -printMaterial?",. ---______

:. .

"Are the catalogues
.

up-to-date?:!, "Do you have-instructional material for i-"

preview?", etc. amparize the re0Onse below.

. .

4
4L

7
4. -

.

,4. Area iffi,ceAsource leachers

(Onta,gt, the appropriate Area Office.josource teacher an4 ask th4'sate

questions as'in-number 3. ,.Summarize the response belo.,
n .

4'.

A
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5: Cqmmercial Companies

. .

''''

..

tSelect one or ,two local sompaniK, 11z. Call the representative(and ask
.,

.

r. .

questions 1 ike the fob"! lbwing: "What is tht, company pi31 icy for previewing

t
t

. .

materials?", "Hqw long does it take forldelivery of

.

with me on occasions to demonstrate mir product?",

below.

mater Iii?", 'Can you meet

r ) ,-
:etc. .Surnrperize- your response

or?

,
`f

<1

4 ' .
. .

."'

o 4.EXEROSE-4--
.

-,

, .
3

---... ;
"-4- e . 4 s ' . 1. i

4 . ,
'-"'T11+5--:eler,..c i $e ,opals wil'il obj'ative 4. I t i; i,mpOrtpt, for 'you td knOW

. :.- . ,
:. . <

.4. , . , r
the -po ',icy j or selactinA and eValuati8g instructional materials: ,,,..

.. o .

s 6 i,
,. '

11 ;' -.Obtan the publicgtion Cval`uation and Seletion Cif
Ih4_etuctionall

. ''

... ', ,

.

-Def ine. the terms: ,

4

a.!

..f. s

basic 'mpteeill,- e

)4 ..t

4

.1

ss

b. supplementary material

. "'

1

At.

t
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O.: e

*
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2 At the county level the program coordinator 'fqr each discipline will
, k. ,

c

serve
i

as committee chairperson for evaluating and selecting basi'c instructional
Y.,

( .

-.
..'

\

materials.

a. L i s t t the .groups from

)

which commit tee members will be selected.

a

. .

b. The program toordinator 'selects materials, for committee members

re4iew ,If a program coordinator rejects an item, what action cab be' taken by

the initiator of the request?

\ ,

\

-

I ,
4

. fHow often wil the committee meet? .

3, The 'selection a

by, each- local school.

.

evaluation ofi. supple*fitary materials*wii 1 be handled >,

. . _ . . . .

,-- ,

. . .:,- .
. . ,.

:

:.

,.--, 0
. .

, , a. '4hat gr..o #ps can request school consideratLion for using supplementary
1.._ , .

-.
4 4 ' '

*w ,
eV e

,frta-tdr i a i?

.- ; .
. . .. ,

-
b. -14 is the

4r
ole-of the 4school principalq
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brief ey 5ummari ze trie relsponsi bi I i ty of the school commi ttee,

4/4

4. Briefly summarizt the,stelps to be taken in the

`Paised. by a citizen, parent, student, or professional

ctional materials460thin a school.

vent that a question Is

about the use of any instru-

3.

a,

4:
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EVALUAT ON

hie your list of identified instructional materials to the respective
Y

teachers:. Ask them to comment in terms of how effective or complete the list is.

Does fill their orig inal request? Ask them to write a brief stalent for

you to ow the training advisor.

1

2. Explain why there are different evaluation and selection procedures for

-basic And supplementary rilaterialS'.1.

A

4'

s

.

. . 1. 0.
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This.unit is one in e series which taken to er
with the appropriate management system coast t tes'
a Competency Based Training Program for educe
leadership roles. The units, are designed,,to

participants in delieloping instructio 1

improvement and' instructional management competencieS.

. For optimum est.iTts this unit should be used in

.conjunction with,and according to the direction. in
Competency Based Taining,Program

r
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OBJECTIVES

.

ESTABLISNIN
,

UNIT F

GOALS, sOBJECTI VES, & RI ORIT IES
/ I

'S

)

4 1

You i 11 c , .
, -

_,
1. define needs, gdale,':objectives, and\pricrities.: ..)

2. distinguish between instructional objectives and management objectives. -.,.

.
. . i .

3. identify ways of determining needs of an organization.
. .

.. , . t

4. identify the sources of information (inpiitS),,fer gathering dath td
. .

.

use when de: tergning goals am' objectives.

5 use a goal-setting model fdr Accomlisilnga.goal i and objectives

your area of responsibility.
t

6.. adapt the' goal-setting model for, use in your job setting.

-1

INTRODUCTION
1

-wh 41p organizations need goals, objectivest and priorities?"

PlaRobert F.' ger,. a.well-known ,..authority on preparing instructional objectives,

,.
offers this' reasollr-- '",,w / .

.... I .

. .
,

,

0
----- -- . _ "When-cleariy-definiid-gOals-are-Vat:_iei,imposeible

.... ', to evaluate a course or program, and there is no soiind basis

\ for selecting appropriate materials, .content, off; the institic.,4

tional methods."(tlaker, )562) . . \ _

.

,

.
.

, .,
I-- ...._

In simp e terms-a-without clear goall in mind, we won't know where We are going
:1

) t

. t'

dr how Ad get there.

'a.

,

. -As in educational leader you will be resmIsible for setting goals;
. .

.

objectives, and priorities for your department, grade groOp or subject aria

team. This unit is intended to help. you develop a strategy for setting goals
.

sand objectives as efficientty aispasSible.

t''

el__

It...

4
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A

e'
l( ,r .( s .

, ... ...
/

t . -s--; "I ;
.

'

.
. . ,

.(from most ,urgene to ti-as t 1 Mportarit" '
;7.:,,

.z,:s

, "\ ,
i

.:..
EVALUATION - a process of aisegsmerit to det mine iCgoali atid objectives ,..

.- . p .. -. , Z. '..i ,fr. r,

.

f. --.

,
havi"been met "which may indicat04,.need to esttablish new or additional goals"'

.
.:-...,

. ,

-The definitions given above are offered as Norkteg,definicion.s.."

ing a64Laccomplishing"goals and obj vei

r

V

7

.,

POSSIbTa woi;king: ilif'ni tfons' for °the above Sequence-appear lielow, ''
. ,

, ) f,

NEED0, differeoce between low,hat is"%and "chat ought ta-be"
- I ,...

- _ . --

GOALS & OBJECTIVES 7 statements of inter tp accomplish a need-related task
. ,

.
, . - it,-4

-,
'

PRIORITIES 'Nder in which Oa l i'antl objectives ire- to be accomplished

/

lo
ti

You may wish to refine them or give'examples of them fOr your useet 61)s

2
;

20
point.

,

1

4
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k

EVALUATION:

4
f

4

2. Discuss'yot* definitions or examples with a colleague.

.

EXERCISE 1 ;,

.

, 1. Asa departmenCchairperson you wLll be'working with goals and
1. w.

objedives at three esbasic leyeli. The diagram lists efise leveli'arid shows

4 their relatfonship:'

T

ft.

School.

Goals

221.

Department
. Goals'

"4%Z.%p;-.

11111

#40

System

Goals

0 10 F-3
4 1



A 4. x
A. "

A ,

,..fhe.r.elationship between the goals' at khree levels is one of

\i, \
interdependence. At the departn-t-gradeg up .1eVel, you will be most

; - A ------___i
. .

concerned -with DEPARTMENT or .GRADE GRO11,p,ggals,Vut you must be aware of
- .. .

. , .

theSet'rel'ati to SCHOOL .GOALS or SYSTEltiOALS,
, %

,
. 4

.

Goalsand objecti ves can bt of two'geteral ,types at the three levels. '

,

A

:\ INSTfl'i-ONAL GOALS - the goals and -ob
\

tives having a direct bearing

-,, c' .
), .. ,

...'.' '". on the instructional proCess,.:2 For example the following Is .an IA-

:.

---,

.- , , .: sfruct i ona 1 goal : Identify all students in ade.9 who are two or '

!:- ,
..,-..- , .!.`46 .. ,

...,' ''''.: :. -.. , more years below grade lettel in reading:
. ,......: ,

.. ,, _
-MANAGEMENT ,

GOALS - the essential buto.non-instructional goals within

1. -.., ,

.

.a department or grade gr.rp. ,,:' For example, the `following is a manage - /--

'. -. . ,
,

,,14
i!lIrt goals Pevelpp a gook rotation.pion which will permit six

.teachaTfe-;*a.ithe' five ,Sets of ( tbook title) .:

ef:

s '

F !QR.your (professional eei4erielices; prepare,"0, I 'sting of ten objectives

. . .

.:* 'anti .1 them as, itl§T,RUCTONAL,' or -MANAGeHENT.

t ba16CTI VE :

I '..;
0

.'

44

.

"

,

r".?
'Jr

ee . r-."

17_

e

'6.
. .,;

rY

9.

a

it. --
.--- ,,

4

.
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EXERCISE 3

Rev.iew Exercise I, The. Sequ

'end 'Objectives. 'We shall,p4 examine

help you develop strategies,for working
'

through each step in

, ,/

respo sibilitY.

1 NEED A needs assessment must 'preceed goal-setting. Whatsources

ce for Setting and Accomplishing Goals

ach step in the sequ nce/in de th and. ---x--

- 1

Qui are of

of information must be considered when attempting to as$ess needs? Hatddata

/

\

,\

can come from ,a variety of sources. In the following diagram some of these

-

sources are identified. (See page F-6.) .

2., The following process offers a mpdel for the 'stematic collection

of'data. eview the steps carefully. 'As you becOme more proficient ln needs

assessment, this process may be adapted t suit loca situations.

.
.

, ,

r .. NEEDS ASSESSMENT PROCESS*

Step 1 Identify representative sources of information (co nity and school

1110 i . 'district).
.

,.

, Step-2- Schedule meeting of information sources (groups' and individuals, i.e.,

parents, professionals, etc.). ,
,.

Step 3 identify ideas on "what shb'uld" (brainstormingTintuitile, subjective,

and research findings)..

Step 4 Dete mine "General Types of information" to be gatheredand.analyzed.

Step 5 inves !gate eghvGeneral Type of information" to determine what

,--- -'speci Uc-elements-can-or-shOuld-be-gatheiled._ . ,

Step 6- Suggest alternative means of collecting information' for each .14,-

Type of Inforthation." , ,

Step 7 Select from alternatives the means df gathering information.; r

Step 8. Develop information gathering deviceS (written surveys, polls, Delphi
, ,

: .
techniques, personal contacts, meetings, etc.) '.

Step 9 Identify information (e.g., community/mores, customs, etc.) for' which

gathering devices are not feasible or needed,

I Step 10 Col lest informatikmanecoerns: i ,. i

Step 11 Assemble informatJon into compatible send useable forms.

Step 12. Reviek;rand-summarize information findings. , 1 ,
\

F
Step 13 Analyze concerns-and compare information findings with projected

.
.

"ideals" (see Step 3)...'
4

i -

. % "Step 14 Note discrepancies between informItIon fUndings ancLuideais" li.e.,

.

needs). a ' 4 e ....-
;Step

15 Arrange discrepancies (needs). in prldcliyorder.

' Step 16 :Proceed to goal -setting phase. , ..4,.;,..-

*Thiseummary`bf.the,stepsn this Needs Assessment PrOcess was compiled as' part
.. -

,-.. 1;.pf the Reseirch and Development Trailing Propram of the 1.41:D.C. oUthe

UnlvirSity. of Pittsburgh, 1972. . (

. -. .
.

.

. ,
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GOALS'and.OBJECTIVES - Goal-setting follows quite logically from

process. Goal-setting can become a group activity - -all

to be invol4d in determining how the identified needs

the r

r.. of the'group

,den''be -Thi%.proceis of goal-Setting 'follows a

.

-.. 4. -FRioRITIES - The Order in which goals and,objectives are to-be

GOAL-SETTING SEQUENCE.

,e
:11eview the needs assessment data,

',
:;:_,ConVene a group meeting.to."brainstorm" about possib

..Aternative goals. .b
. s the resources needed for these alternatives.

Ste 4, -Setect'the,goals which will meet the identified needs with

the resources available:,

Step 5.. State these goals in measurable(behavioral) language.

,;Step Proceed to PRIORITIES phase.

.

.
.

. -,- ,.

accomplished Is the third step lo the. sequence. Step 1----ofithe Needs 'Assess-

:
.,.

4 ment Process"on page4-i gkedi.i.ha needs be arranged in a priority order.

IMO

,.

-, ..
... :-This prioritising can give direction to the orderIn which goals should be

r
.

,. .
x

accomplished. In additicm to. theneedsspriority; othei factori should be

. ,
,

-,' considered.
,

al_ tine_ constraints
b. resource.avallaOlity
c. budgetaryllml6tions

- The _group involvedimihe setting of goals should determine the.
(

priority'0 ,which these:goals are 6 -be accomplIthed. .

,- 1 .

'4.. The fidal phase actiVit/, EVALUATION, can be either a conclusion

or a oontimuum. .if goals'and objectives have been t ted'behaviorally, they
, \

,
. . -

1

, .
. '\

I-
,.. `should be measurable. 'Ill 'evacuation activities may how' that:

-4.
. ,

'.. ,%.

.L. Go4li have been mel completely..
.

b: GOars.:ha.i, been partial ly met:,

c. Goals have kot been matt'
.. -

''''

,

1
I*

--Depending on the evaluation outcome, You may decide to proceed to new

or tontinueto work. to nieeethoso already' established.

. *; 22 %.1

F-7
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EXERCISE 4

11

Now that you understand the sequence-for setting andiecomolishin/
- .

.

goals and objectives, turn yout attention to a practical situation you/

to Make aarea of responsibility. /In this .e

needs assessment, (2) iO-set goals

to determine the priority forgoa

the needs have been met.

NEEDS ASSESSMENT

.tional\or management) from your are

xercise you willibei4s61 (1),

and objectivesto meet;these deeds, (3)r
accomplishment, and (4) to evaluate whether

List below at leastlfive current needs (instruc-
.

were de

f responsLbi ity. Tell how these ,needs

ermined.and the sources of infO mailon whi

NEED

INFORMATON
SOURCE\

were conside

':SPEafiC A H WrY
(braiiistormtn-G-test scores)

I
14



or
lmio

/

2. GOALS ANII1OBJECTIVES

,

0.a List all the alternatives goals and objectives to accomplish theta

°

needs. accomplish
I Y '

.,

List the resources needed, tb accompi sh these objectives.

,
/

ALTERNATIVE GOALS 4
. RESOURCES

'\

b.' Select-the specific goals chosem to meet the identi ied needs.

, .

Give the rationale for this Choice.
4

. :

2

.-

t..

227
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3. 1eitIORITIES

kll ,

--

determine the PriorItyfbr pccomplishiml,the objectives. List this
a./

7,

..;,

... -0

b. .

priority and give the ra ionale fOi* the choice.-

6.

_

lu

.4\

'

'GOAL -PRIORITY

Ca.

EVALUATION

s.

. a. List the specific, techniq

,
.6

S

.4

liATIONAer
, 4.

A

.6 , .

It

* ao.k6
".

,

a
e

t. JP.

ei-'whIch.will be usedsto determ\ine i if
. ,

v

.goaTTInci.'9tijk6tIve.liave been accompl is ed and needs haVe been met.

!-, .
; . ';

64
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,. .,.. , o '! . ,, , ..
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..TM unit is one in a series which taken together
with he appropriate manageMent system constitutes
a Corn. tency Based Training Program for e ucational

leaders ip roles. The units are designed o'assist

partici nt imfleveopingspecific instruc 'oral
improvem t and instructional management competencies.

'For Otimum esults this-unit should be used\p
. conjunction Wth,;:and-,according to the direcei n.in

the,Competency Based Training Program Guide. .v
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'OBJECTIVES-

You: will:

0

.1

. !AT
% e

DEVEAPING,CURRIgULDM KNOWLEDGE

4
....,

. -. .
.-

#i .
-

. . .. . . . .

1. -learn a proeais of analyzing curriculum structure'. .

be able.to Terming curriculum corganization through content or

process development analysis.

determine,lhe scope and sequence of your own curriculum area.
, .

practice relating, the needs of student to curriculum development.

.5. be- able to select curriculum content and skills designed to meet state

and'County goals and objectives. -4*

(

...
. - ' --

.
. .

Today,,as Ln'the history pf education in'AineHca., nagging questions, in

-

ourrilOum are.wtth us. What shall we teach? Now much should we teach? When
,,

.

.

_ * .

- .

-shot' we teach what? To whom shall we teach what? How should we teach? What
%

.
, t

is the best organiiatioft for teaching?
, .

Each generation .must design afresh e nature, direction,' and the, aims

a

.
of education to assure.such freedordand ration lity as cah be attained for a

,
4;

,\(uture generation. Theie are changes bothlin,c Cumstances,and in knowledge
;.....-

rt-4\, -,

\
.

a

that impose Aonstral4ts and give opportunities to the teacher in each succeeding

\ :.. '\ . t.- .
.. .

%generatpon: it is'ik this sense that education is.in constant process of change.
! .-....., , .

,

Jerome Bruner comments upon four changes in our own time that require considera-
t

-,. tion in` thinking about. aeducation.

- .

..,
.

1deice
.

.

i ..' The first of these dertvz from our-increasing understanding of man as

....-..ivomi,, a slieles',' -
..,

4.

: 14

tli,second basis for .redefining education is the Increase in our understp-

, --dfng of, the nature-Of individual. mental growth.
' . /

Ow , .

233 ."



1.

1

.4

4

Third,' there is reason to believe that me have come to understansi.the.

process of education somewhat more Clearly than;befbre;
finally, and most okviously,,the rate of change in ibesociety in-which
we live forces us to .redefine how we- shall educate,6.:nevileneratiOn.1

' .

1. Rea&Chbpter

by Hilda Taba, 1962; H

librartes)

2. How would you
.

own

.

. , ,
S.'

18 in the book, Curriculum'

apcourt, Brace. and World.

.*

1.

'Development:Th-6On/ aid P'ractkce

(Aiailable through county
. 1!"

relate problems oforganizing

1'

)16;
..4, L

,

as Taba sees them to yoUr

/

.....

s I

c

. .

.3: What impact'46es her el.iboraion upoh establishilig'sailienai'haVe upon

- ... .

ptahning for sequence in your spec ial field'offteachingl

, . . ,4-,. - , .

../

47'.

a

at

4 ' ti

N

4. in proVi ing for cumulative learning, how would you clarify or

- ,

dentify

elements Cr.threads,upon which 'to base sequence?,
1

'Bruner, Jerome S.

:The Belknap Press o

N*

rd' A Theory of Instruction, Cambridge, Massachusetts:

Harvard University PreSs, 1966.

'G-2.
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1
[1

of

t a.

A 5. ldeRtify
.

.ways in which you could provide for integrated learning where
. .

.

. 0
. -facts and poinciples From other fields of study can-be applied to yours.

.

.

st*

6, If you teach more than one subject, how could you attempt to unify them?

1.. .

.

7., Could you combihe logical and Psichological requirepents in your

discipline? How? Why not?
0:01° .

N ,

r.

'8, How would you determine the focus of your subject area?

b.

.o .

23
G -3



9. How would you provide variety in your curriculuM area .to match the

Various modes of learning of your students?

ti

,EXERCISE 2

I. if the county K-12 curriculum has.not.been developed for your specific

-
subject, locate materials used prevjously with your students. Use topics, con-

cepts, skills, units - (whateverthe organizational focus was) to identify learnings

which were introduced previously.

_

----4 fi

a

,

.

students
.

2. .
Likewise,.determine what your witl be exposed to amen they

. ._
.

. \ leave you. . . _

".

I

. .

3. What do.you determine to be the main objettives of your teaching?

3

1 G-4
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64

4

6
A

OPTIONAL AND RECOMMENDED ATVITY: Ask your training advisor to arrange-a con-

ference between yod and an elementacy administrator to discuss studentP.experi-
..

,

t

ences in yodr curriculum area at,that level. You may wish alio to confer with a
. .

. .

coordinatOr, resource teacher, etc:-

.

EXERCISE 3'

41,

Jerome Bruner's ideas on the^structure of thedrscbpOnes and on

sequential teaching of interrelated concept and generalizations have had a

significant impact on curriculum. Read his botk, The Precess'of Education.

(Available through county ribraries) tan you identify ways in which hii ideas`

may be refItcted' in the' organization of your curriculum aril,

40

4

`EXERCISE 4

. I. Locaie.an4 'study the state and-county goars for your academic-area.

e'you.

are available from yourprincipal.) List them in order of importance to

. f

so

: -
"6'. ,.;

a

41.

4.,

4

r

23 T
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4

2. Explain your reasons for giving fop priority to the first selected goal.

sr

3. Find.and list the related county objectives, which you believe can be

accomplished during the course of study:

.

4. List any'objectives which.yti believe are pnattainable. Tell why,

C r

O
EXERCISE 5 .

.
, , ,

. . .

A. Identify specific.journals which offer' Atidles relaied to your areabf
,

. r. . N
. , ,

_.
.-...t,..,..1.,.. t. 0 11' . ,..

45 1, '\
.

s-the-curriculdm.....:.--... 0,
-

1.,-.. . '114, ' 1:"'

S

. :
.1,

S 236
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. '
2,. Read and list at. least two_articies related to curriculum in your. area

of teaching.

4
a

3. What atd the significant points of view, taken by these authors? .

AEXERCISE 6 ;.,y---------

4111 .
One of the most significant trends of the, future in the area ofc-urri-curri-

culum provides for more attention to student interests dnd student involvement

in curriculum making.

,r 1. In your curriculum area, list at

-..'

least three proceduresYou could (use

----; tO-de-triilafid-Whatti.ident-interests

. ..,,,

04

ti

r"'"

4

2... Describe at least two ways you could involve students in curriculuip
- .

making.

.

4.



4.,
4

3,

.

EXERCISE 7

. 1. In Anne Arundel County, Kt2 Curriculum guides have been developed in

Science, Mathematics, Social Studies, and Career Edutation. Select at least one

of these disciplines aneread the guide, You may wish to discusi the guide with

one of the resouhce teachers.

2. That is the underlying phliosophy of the guide?
0. .

A

ft

3. Select one objective, concept, or skill and trace the developmental

sequence from kindergarten to grade 12.

d

2.4 0

s 4



EVALUATION

What are the strengths and weaknesses of the curriculum you are requ red. ,w

to teach?

v .41"
.*P.

0 e.

. e
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0.

4
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eve

if
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go,
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IMPROVING 'RELATIONSHIP SKILLS*

OBJECT! VES

Yoirwi I I :

I. determin wyour definitions and experiences about relationships you

percei ve,as positive. and helping to you.

2. i dent i fy ,your values s 'and biases about. good teaching in order to

speculateon the effects your. biases hgve on yor relationsips with

, others.

0 .

3: analyze the meaning of the behavior pattern-Is in your int'erventi
'

, .

#
0 ,v. .

,i'style 'in .order to interpret the effectiveness of that style in

producig the.ch'anges yOu-are trying to bring about.,

11. . \ "'

.t and: ve&feedb4k /rbm others order. to

determine- the afect and% content of. your,ability to

e

. effect ive 41.0i others'. and'. to use th i s

..:sufr:e you. )J ten to'others. P:'

:* `r1"' . ":'
'

INIRODIJ T,11,14.

.

with pe

and, assistance on the basis of how tlhey perCeiim you as a person Interested

accurately.

commun'ic ate

order lt,o be
ay,

A

. . .

t-, As a department chairperson, you m,ust be' able to Hol-k effect.l.yely

sons of varying personalities. °tilers will rep t to your guidance

in them .tend the job, In this capacity you must not onl know yournee'ds and
. .

interests,. utIsc) the needs and interests of others. /Therefore, you will

need to seek mastery of the skills associated with developing an effective
. .

` r I

working re,lationsh.ip with others.
t . i

.

S 4

. . 5 5,,

This unit 'contains several exercises designed to assist yduin deter-

.

mininging present, status of you( afe 14t I onship skills and to ass I st you in

. . ,,
*Thi unit-is adapted

.
from Champagne4nd.Morgart.

.. '#'
-H-I
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4

_improving these skills. TherefOre, after completiing-this unit, you should he

able to work more effpctively with

In order to achieve maximum benefi rom this unit, you should
.

.."

AIS

perform each exercise by giving careful attention to how-the exercise and the

resulting learning can assist you in developing improved relationship skills.

EXERCISE It

1. Rick a partner for this exerci\ The activity involves your talking

with your partner for at least an hour or wo in'order to fully explore this

exercise. You are going to form a (flint-help relationship with this partner.
4

Choose someone with whom you think this is possible. Pick a place that is

comfortable where you can talk quietly together Without being interrupted or

' disturbed.
4

2.* With your partner, read the manuscript entitled, "The Helping Rela-

tionship."tionship." Each of you will read alternately one paragraph from the single

copy' you share. Stop and examine with your partner any ideas you find inter-
_

esting at any point in the exercise. Also, stop and *discuss the questions
.

.

inserted into the manuscript.

i

3. After lading the manuscripWrespond. to the following activities..

. .,

a. YOu have spent a significant period of time.with Ler person

in this ,;ctivity. From ygur "firstimpressions," rite a
.. - ,, i

.

. , ..

desceiption of your' partner Which says something pbour-the
/

dimensons in.the model of thehelping'relationship odhave % . *

,:
'

..

.-- been discussing: ,

-

,

p
. 245
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b.' Now write the same description of yourself.

Exchange these-descriptioni, and then discuSs theft withpach.

other. Find out, among otheiothings; what "data" your partner
4

used to construct the description you are reading.

.

d. "Decide with your partner if you wish to change any of your

relAtionship behavior, Plan in writing how these "new" types

oUllehavior wilrbe.implemented.

IN"

e.1 Plan vAts. to git feedback on these "new" types of behavior in

,
4

practice.

A

V

4

0,

.

4 6
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The Helping Relationship

Many of our ideas about working with others in education are concerned

withthe elationships between and among people.. We are concerned with the

quality.of these relatioh;nips. The relationships among people are far from

* .

simple. They contain several Wands of social dyrfamics which we wish to

discuss here under the general title, ';The Helping Relationship."

gn the surface, many of our job responsibilitjes are concerned with

either givingor receivingilp. At any given time a helping relatiohship

contains two roles: the helper and the helpee. The helper is giving' or

sharing money, time, skills, emotion, or other resources. The helpee is
.

reliving or sharing some of the resources being given or shared. Sofar we

seem to have a firm grasp of the obvious. However, in most instances, more

isbeing given and received than appears on the surface. s. The helpei, may be

.

retaining a certaiq amount of control of that which is being given. This

control; may be ex ected by, the helper as his p for the giving. It may

be "surrendered" by the helpee as part of his feeling of trust in the helper.

The helper and helpee may be expecting or giving more of this did4nsion than

- .
. , .

the other wants or expects. Similarly, the helper and heipee may expect a_

certain degree of gratitude'for the help and gat or give lest or more than is

expected. in both the giving and receiving of help there are also possibili-

ties of feelings of rejection, dependency, diminished autonomy, and inadequacy.

1. Does any of this makviy sense to you? What questions do you have
at the moment?

2. Discuss with each other some'examp1es, either from your'personal or
professional life, of some of theOdeks mentioned above.
If ether of you have questions about anything you have read thus
far', discuss- them at this time.

Befo re discuss this topic further, let us clarify our definitions

of the helping/,re?atio4ship. Carl,Rogeri defines a he)ping relationship as

4/ ':;,. ).
4'
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one "in which at least one of the parties has the Intent df promoting the

growth, development, maturity, improved functioning, improved coping with life

r
Of the other." Rogers' definition in its broadest sense ncludes parent-child,

teacher-student, analyst-client, consultant-client, friend-friend, philanthro-
,

pist-panhandler, boss-employee, and others.

I

it

I. What does this definition mean to you?

2. Does it includei. teacher-teacher? Why?

5. Think about and describe persons with whom yOu have had this kind of
,relationship. What were the characteristics of each of-these differ -
eril relationships? How do you feel When you are'with each of these
persons?

.

.

Kolb and Boyatis present a. conceptual model of the helping relation-
.

ship'which we would like to describe in detail.

Their program of research is designed to deepen our understanding of

the sotiai dynamics they identify as part- of the helping reltyonship. Their

purpose'ii,to try to helplOthers.discover ways to make these relationships
*

.more effective.

The best representation of the Kolb-Boyatis-model of the helping
.

.

relationship as
.

shown below, "emphasizes five key elements in the helping
. e

relationship."

. The task or problem *around which the relationship develops;

2. The helper. with his motives (achievement motivation, power motivations
and.affiliation'motivation);

. . .

3. The receiver of, help and self-image;

.,4. The environment and psychological Climate in which the helping
activities occur; and 4

5. The feedback Which occurs during the helping process."'

(See illus'tration on following page.)

ti
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Helper

Motives

Self-Image

n Achievement

FEEDBACK

TASK .

Assistance/Education

Receiger

Motives

Self-Image

n Achievement

ENVIRONMENT/PSYCHOLOGICAL CLIMATE

model contains much information. It is also presented in very

tight shorthand. Achievement means achievement motivation or.need for achieve-

ment. Similarly, n means need or motivation on other places in the diagram.

, .

Assistance/Education refers to. continuum of the kind of help beiog givei.

"Giving 2 vagrant-aedime for a cup of coffee" is at the assistance end of the

continuum. Teaching the vagrant how to counterfeit the dime would presumably

be eduqAtlon at the other end of the continuum. The vagrant no longer has a

need to beg. You have given him the skills to deAl with. his, problem and not

,merely relieved the symptoms.

1

1.1 What do you have flout the predtding model, as depicted?
.

2. What is the task around which you are building a particular profes-
sional helping relationship?

leDid yOur task statement change as a result of this exchange?
4. Give your parther some sense of your feelings during this process

Of clarifiCation.

241)-,.
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5. Is this task on the.assistance or education end of the helping

relationship continuum?: 4

6. Where would you place- the'tasks of the real .relationships you des-

cribed.earlier?
7. When do yod-think t is appropriate to give assistance; and when

-should you use education as a strategy?

-8. Categorize most of your own helping relationships where you aee the ,

helper. Defend this response. Are,you satisfied with your response?.

The terms power affiliation and achieveMent motivation requite Some

explanation. All of us have some Of each of the three corners of this triangle

of needs. Over 20 years of writing and research on n-achievement haseven

resulted in training programs to increase achievement motivation for indivi-

*duali from under-achieving school pupils to.busLness executives who wish to

make more money.

The ';pure" achievement motivator would have an extremely strong drive

to complete a task, to succeed, to do well especially in comparison to others,

' and to be able to deMonstrate completed products. This person would pay little

or no attention Co people's feelings or to establisfitng rel- ationships with

others who were completing a joint'task. There would be very little time or

energy wasted by this person in establishing poker relationships as long as

the task was clear and rapid progress was being made in completing, it. It

Might be fun to have a secretary with a lot of this drive, as long as you do

not have to enjoy this person's company.

A "pure" qffiliation motivator would care about relationships and

,

emotions and intimacy. This person would move very slowly if atoll on get-

ting tasks completed. This person wants to know, to understand, and to

empathize with where the other person is coming from. The affect is preemin-

ent. Power drive here is almost absent and certainly,on an unconscious level:

A "pure" power motivator would usea group or Interaction to demon-

strati authority and would seek to define status roles and levels among people.'

250
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Tasks would fall by -the wayside as lin&s, charts, and procedures would be

%worked out.

These stereotypes are exaggerated. Most people have visible parts,

of one or the other types of behavior with a 'clOminance in different situations

ofOne motivation or the other. Obviqusly certain types of situations bring

-
)

out certaii,tra its mue
...,

Strongly. w
-

,
.

- 1. In terms of this model, what are your motives as a helper? How do

you know? ,
,

.

2. When do you "get up tight" in group or personal helping interactions?
3.- What self-image do you have that lets. you consider yourself as a

helper? -
. ,

4. Comment to your partner how you per.ceTve his/her communications about
the previous three questions on atleast the following dimensions:
clarity, depth bf self-understanding you perceive, and degree of '

acceptance of se)f that you perceive.
)

5. When you ask for help; what are your motives?
%

6. Whenyou ask for help, what is your, behavior and hodo you receive
help? .

,.. .

Z,
.

7. Whei(you askfor.help, how do you feel abOut doing so?
. .

.:.:..':4.0tkipsoveg9.your partner 'kW y %perceive.his/her comMunicatiohs,
.-

'. '='y'',T':'"-:e.0;*,00)?Texiolisciuestions.. :-

. .9. Wh4.. ill::,lflie, 140 rcis 'peAgohP; climate and .environment mean to yoL?

..11O:.4irieuYit desCribt the psychic gical climate and environment of the,

c" 0,speciic rerationships youar xaminiog.now.

.Ail of the.answers on the prece 4
.......',

g questions point t e wayto the -

. ;

necessity of loqking,at some, of the, char ceeriStics' helper and the,.
. ,

helpee..
.

The personal charaoteristics of th helper and receiver of help, are

major factors influencing the process and outcome of the helping relationship.

We have already..discussed the "pute" motivatorg. As helperp, if we

allow one or the other of these factors.to become heavily dominant,:tlie

effectiveness.of 'the relationship kill reptdly deteriorate.

..., , . 1

Some examples. are: . ,

.

I. If we allovethe satisfactions of power and'control'to dominate the
relatiOdOip, the, best interest of the helpee mayget lost.

2. If power is not distributed-teirty equally, the helke maY'rebet or
become passive in defense of se,lf. --

\v
-25' .
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3. If the helper has heavy demands on his time, the inability to "know"
and to develop affiliation blOnds with the helpee may cause severe''
commynication problems and block,real helping.

4. Too much affiliation by either can produce a lack of perspective
resulting in sympathy and _little else. ,The helpee may lose any res-

pect for the helper's ability to help.

5. If the 'achievement motivation of the helper is very high, an'imposed
solution unrelated ,to the helpee's perceptions of the problem may

result. The helpee may have little. commitment to this task or

solution.

6. If the achievement motivation is too low, the helper may spend so

much time gathering data and e'lici'ting feedback that the helpee may
become impatient or( begin to believe the helper can't or won't helps

If you have been moving toward the generalization that all three of

these motivations should be at moderate levels, you have reached the same

conclusions as Kolb and Boyatis. They did an extensive research study which

strongly suggests that on the many sub-dimensions of major aspects of the

Tr:

model, effective helpers were perceived by others as those who tended toward/

the medianLn almost all dimensiont2._ This was true in the dimensions of moti-

vation, giving of feedback, and self-image.

1. Suppose the helper in the relationship has all the formal power and
on addition has all the special skills and experience. What stress

(-/

doe's this place.on a relationship?

2. What does,your last answer suggest to you in your establishing and

maintaining helping relationships?

EXERCISE 2

One aid in developing effective relationship skills is to learn Ahe

skills of perception checking. We use these skills to find out if the message

sent (verbal or written) was received as intended, and, if the message received

was sent. Using these skills gives us feedback which shapes'our behavior, in

ways which tend Wimprove.the accuracy of our communications with others.

.

these instructioni and explanations.

0 , -At this time..we willfirit'define the skills-we are trying to teach.

111

.

Then we will give exemplary.liSts of questions and dialogue of department

-1
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chairpersons using these skills. As a closing section, we ask you to practice

usingthe skills in a role-play situation where feedback is available.

In this exercise we are,teaching two sets of skills which will help

you answer the following questions:

1. Did what I send arrive with its original intent?

2. Did I receive what was sent with its original intent?

The simplest way to determine if we were getting through would be to

ask our colleagues to,repiat to us what we had just saidand then to tell us

'whit it meant in their own words. The simplest way to check whether we heard

what our colleagues said to us would be for us to repeat what was said and

then Interpret the meaning.

Unfortunately, using this simple technique often becomes abrasive,

prftentious, boring and, therefore, dysfunctional. All that we,suggest in

die following pages.are simply variants of these two basic questions; There

are other wayi of sayingthe same thing. Our1attempt is to yeduce the

abrasiveness.
YI

Did wha,l, send'arrive? Or, how badly did the'postmah mess me up

this time? Let's view our communicatio \s as packages.' We'll blameeverything

that happensson the postman, and consider that 'if our, message got tftugh, it

was in spite of the mishandling along the way.

One possible thing, the postman does is to drop the package in a

puddle blurring the address and the letter inside. My communications were

only partially heard; that 1,s, only certain words were heard and others were

interpreted or guessed at. The subject got through, but my feelingsabout it

we e changed.

.
Our-bUMbly,postman lost part of the package. I got the first part

what you said, but then I Missed the laset part.

255
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The package came apart and was put back together in the wro ng order.

1 heard all you said, but the Meaning is different because I got the sequence

wrong.

This particularpostmandidn't like thezolor of the wrapping and

rewrapped it in another color. The contents of my communication were clear,

but the interpretation of it was entirely different from my intent.

There are 'Many other possible reasons for teachers not receiving what

was sent. in a communication. We have to find non-offending but useful ways

'Of checking what arrived.

The following are some exemplary questions:

What did I just say? .

not sure that I was very clear. Can you read it back tome?
Can you summarize what we've been discussing for the past few
-minutes? .. ' .

OK, let's review.
Where are we? ,

, .> ,

A need a check to 'see that we are botth saying the same thing before
proceeding to the next issue. . .

.

.. ,,
,. ,

In all of this. ,checking you are trying to preserve the ettitude-that

.

you need the information requested to be able to know where you lre going.

The colleassUe is giving you information on_ his receipt.of your_message, jto
, .

are not punishing him for not paying attentionj Of course,JA one sense

.

checking like this it simply noise introduced into the system. It does AlVt in
. ..

..
.

.k:

.

f
itself carry any new information. In thi sense it comes as a form of punish-

.

. .

. , . . ,-
.,

-... ment, because it takes time. ..,
, '

1

.

,

Our nett step- is to ldok at the other side of this11 issue.
. _

. ..

. . ,
. .

D4 I.I recelVe what was eot?
, ,

.I.
%...

.
.

.As we .have stated beforg, this qUestiovis the same as the first
i A

$ I
. f

%I $ Oa

.

4

,

.

.except for the Affection., ,When ydu. are asking this question, ,you_must .iie
, ..

aweie'that,foHmany people ii,St being asked is intervited as a criticism'of
. 6

_.1;...
. 6 .64.'5 .,..,,,. ',/

: , \
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0
. . . . '.

the clarity of their communications. This i mp 1 (cation :,threatens sOrlie'_and
. . , , --,.....0 -,,,, . .

.
.

insults others. Most people comp to an appreciatioh of this:mode, if thp,u,pre

.

..
f.: .

.

realistic. .They even begin to use it themselves as they see its value. Ti4s

skill, wheh overused seems insincere and artificial. It can become just some-
,

thing to say while you are thipking of 'something 'to say. You have to be real

in your use of both of the skills you are learning in, this sequence.

Our suggestions follow:

Did I hear you right? What you said was

Let me run that one through the machine again

Here's what I heard you say..1...,

We' ve finished omr somewhat sinfplistic examples. Now we' are 'going xo
,

describe sdmerfun:.type exercises which you can yse to,Kactice the we'

have been defini0 and describkhg. '

,. .

f .....1 ON you receive what I sent? '' ',k

0 . 1,, '
- ....

- . .. I 4. ;
. Have a drsqussion,with 4 frteAd or with.aSmall'groilp of. friehdSfriends:' ''

. v ' * ., r .
, - . /

There are specLar'rules to thOliscussion: After ,the1Opening statement, you;
.,

.
. .

:,.
.

r'r

car' only particpate in, the talk if lou have first rePeated to the previous 4

ie 6
6

, ,

*Vt .

' :
.. , , , .

t 'speaker's satjsfaction-
2both the content and the affect of his contribution to ,

. ,

,- o, ; -.Is ..r

the talk.; Keep the disaisSion' going; .don:t let loni patiieS exiit,'60.69 Ot
7 -

p ...

. - someJne els4 will take up the ;flow;: Probably You shOuid rest, after2.4oth :ten .,!,..

, -..

minutes of talk. Most people et with this' exercise if it, Continues, .

-'

beyond ten filinmtes. We think the frUseration:Comei%fromthe%ne0S0tYdf
,4 . \

. ' .
.

listening to each other: ;,', ,,'. ':./.
,

,,, , .- . , .

but

.
4 % '

This exercise has .the same point but is, just a little' more foCusid:,
, ,.

.,

Have a discussion.v:iith a friind 'or a,,group 4:if, friends.: irolhis sil
t

W t

.
t.

cussion you are
,

simp.IY reflecting,, repeating, or pataphasirig what you heard,'
- I

.. -

.

. .

then sqs. You are adding nothing of ydur own. YdOr'', friend4shOuld,be trying

:
, .

,

.

.

. .

. A 255
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to focus or clarify something he/she is thinking about.. Keep t1(s mode of
..

reflection going until your friend has a eureka, or he/se reaches a dead-end.

.
. -.

., % - , Get.feedback'on,the reactions of the friend or group to your/Lo4.14-
. . ,

, .
.

Ling. This feedtack can, offe from an outside observer dr from the people or

persons about whom you reflected. This feedback process for the person who

did the'reflecting serves the same function he was providing when he was re-
f,.

flecting: .During either stage Of this process, the person who is doing the

reflecting should provisiejeedback for both the verbal and non-verbal language

he is observing.

°One form of obiervation is to'determine if the.persoh's verbal and

non-verbal communications are congruent. if a person says, "k am willing to

',discuss that openly," andssits In a chair with his arms folded, he is saying
. ,

..v,itbalty that he Will be open while non-verbally he is probably saying that

he. does, not want' to discuss ahything openly. He is, in fact, being protective

.
of himself and resistant to the discussion.

Another oiample of incongruency is a situation in which the person

'sits behind.his dbsk, with the colleague sitting out front, and says, "We're

going to look at. the data together and jointly decide a cdurs1 of action.',:,

r
The verbal statement indicates equality while the non-verbal physical seating

,

'arrangement defines an authority-subOrdinAte position.-

A second form of communication is a,determinatton of.the'degree of

open-eneedness of questions. Following are 044 examples of this form.
. ,- ,

Department chairperson:
.

..

1. "React to our meeting today." .

2. "Pick two or three things you would like -to talk abOut for the next

few minutes."

Statement 1 is operi-ended in that the teacher can react to any

number of issues, any type of concern either cognitive or affective,, and

,.

1 258 .
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without a time restriction. Statement 4 is restrictive in,that it limits the

colleague to a maximum of twig or three things. It is also, restrictive in that

it sets a time limit, and that it is being directed and controlled byithc.

department Chairperson.

A third form of communication feedback is interpretation Of verbal

affect. If the chairperson says, "Hi, how are things going?", the colleague

might get any, number of messages which could be_dependent on the following:

1. pace

2. inflection'

3. body posture
--4. chairperson's expression

5., gestures
6. past experiences associated with the question

It is important that the chairperson practice getting and giving

feedback t gain some skill,in using it It is also important that the parti-

cipants bE honest with each.ofher when giving feedback. Honesty is the best

way we know to check our own perceptions of the validity of our feedback. If

the honesty doesn't exist,' very little or no groivth in using this skill will

1

C

occur.
- *** '

We also belive that each 'person who iiss these experiences can

continue to learn from them no matter what his level of expertise and.irres-

pective of the authoritativeness of the observer. We identify the communica-
,

tion skills and types of feedback that each person can give. We use Rim/her

for feedback in these areas.
OM

EXERCISE 3

Your values About good teaching direCtly affect your relationships

with*others. We must know about our biases in order toDcontruct some safe-

guards and to know what they cause us to do. You must recognize what your

values are.

257
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4

9

, .

/

,

lt,is possIble when one begins to focus on yalues tb see,a value ,

.

,

a

1

)1/

, o ,

lurking behind every tree and bush.reatiY tti'guide ,our.every tehavidr. *This
a,

. .

syndrome is known as the guiding-light theory. You will getiour balance back
. ,

.

.

later, as your over-compensation rapidly dies away: o'
In the followingrdescciptions don't think too\long before y U write.

Don't bother trying to psych out the activity.

I. On a separate sheet wrtte in 100 words or less, your description of

the ideal teacher.

2. On a separate shee,t write i

-an average teacher.

3. On a separate sheet write i

a poor t acher.

190 words or less, your description of

100 words or less, your description of'

On a s arate sheet answer the folidwing questitms bout your

portraits of te chers.

I. How close is your descrikon of the good teacher to a self-portrait?

2. How strongly is your descrhotion of a poor teacher a portrait of

things you don't like abog'yourself or of'someone you have known

and not Med?
3. Are the positive things and the negative things you describe about

the teacher really centra) issues in the teaching, or are they

surface personal things whi5p may have retatively little effect on

the students? Give reasons for your'answer, .

4'. On what factors are your good and poor teacher qualities based:

0J--Student reactions, moral judgements, community standards, styles of

4iress, learning data from students, etc.? 'Why?

5. Do you want to change any of your original descriptions now? Why or

why pot? .

6. What effects do your values have on your behavior when working with

- colleagues?

7. What questions of your own has this s imple exercise caused you to

ask?

Both this procedure and the previous one are really interesting to

disCuss wiih others. Whether or not they have completed the activity, go

ardird faculty rooms, etc:, and ask.thde questions of colleagues, You will,

learn more abot the persenal nature of your answers by knowing others'

answer tpAthe saMe%questioni, .

,Discuss your answers with others until you have heard their 'beliefs

well enough to paraphrase what they say to their satisfaction. Ask someone

256.
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to paraphrase your values and beliefs abou.t_goa and poor teaching until you

think they really understand you.

What do you think Of your values now?

EXERCISE 4
, .

..in order to develop effective relationship sk iilsyou must know your

intervention style and its effects on others. 4

in this exercise you wi respond to e hsitUation listed below.

Then you will be asked to ident fy some of the patterns of your'behavior.

.

Having completed this task, the next question will concern, the effects you

believe resukt from your interactions and what'yqu wish to do (if anything)

in changing these patterns.

I. Carefully read the following directions and then respond to each

situation in the following series.

2. Fill out the Intervention, Style Survey 1;rfile Sheet and begin the

411.

analytlp, suggested at the bottom of the Sheet.

intervention Style Survey :

1

Typical situations which an educational leader encounters have been
! , .:4 . .

inc uded In this instrument. Fa' each of these situations, five alternate

iwa s of responding have been. listed.

Each alternative response isdifferent from the Other four. Since

you will be asked to differentiate among the five responses, it is necessary

that you read all five alternitives before aniwering.'

After reading all five responses, select the response which is most

similar to the way.you would actually react in that situation, and place the

010.
0 A

letter corresponding to that response (a, b. c, d, e) somewhere on the Most

P

Similar" end of the scale. Complete your answer by placing the three

1259
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...

remaining Letters within this "most - least" Tange. in'terms of how well each

Illi

V.

response reiiects the way you would actually .react in that particular'situation
.

(see example).

Example: I. havetwon $5,000 in I magazine 'pu61isher's contest.

I will proba611:

1
a. Pay -off all 011iliktading bills and place the remaining amount in

a savingsaccolint.

b. Invest he entire amount in sound stock: ',

c. Buy,14ew car.

: d., Take an xtensive trip.

e. Place the entire amount in my savings.account.
.....

/Most 'a d ' t b e Least

'Similar 9 U ,7 6 5 ' 4 3 2 . '1 0 ,Similar

Of the five alternatives, this person chose response "a" as most

similar to,the way he would respond in this situation, although not giving it

a ranking of 10. Response "e" was least -similar. He ranked responses "d",
114

and "b" on the most-least conti um, between "a" and "e", response "d"

bei § very,similar to the"way h would respond 'and "b" very dissimilar to

. the way'he would respond:

'I,."

His answer could have been:
....

Most b . / c d a e Least

Similar 9 8 7 6, 5 4 3 2 1 0 Similar
, IR

Most a e b d c Least

Similar 9 8 7 6 . 5 4 3 2 1 0 Similar

id

.

There are no right or wron answc The "best" response is that

one which most accuratel,refjects Way ou would respond in that situation.

In responding to the following 12 items-, you are to place, yourself .

111

.

in the position of Department ChairpersOn. As Departthent Chairperson, you
. ,

report dIrectly tO,Effb%sillool principal... .

H-17
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l% One 3 the teachers has created a stress situation in the ?Ince
$. I. . .,

6y criticizing many of my decisions to other members of the staff. In discuss-

. . .

ing tills situation with him,'I willprobably: ,.'

110.

Most

a. Talk as,little as possible and wait for hiM to ask for my

opinion or ideas as he feels the need to do o.

.Be very active in the disCusiioniso as to clarify for him

the reasons unddriying m? decisions and the position I feel

he must adopt.

c: to do most of'the talking in the interview,, and

1 istert in anon- judgmenta and accepting manner.
.r

d. 'Se as.actfve'as'Se and tryto arrive at conclusions which''
*

represent our joint points of view.-

. /

e. Try to win hil.respect and then:per
'

.view.

:t

uade him to my point a.

Similar 9

, 2. The principal has aske

2
r Least

1 0 Similar

to 'serve on a committee with4kariOus
.

faculty and other teachers to devise a ptoposaj for more.staff participation.4 t .
.

igi school governance. % In these committee meetings', I will probably:
. . .

. , .
.

a. Wait for my opiniOn.to be asked and tisuallyi'acce0,:the

.. , 4.! .

, ',.:. %

majority opinion.. .

b. Assist other members of,the committee in clarifying their
;- 0

ideas and emphasize goaerelations amonn'committee. piembers.

c. State myde'as and opinions in the context of my'contact

with

, ;. .

staff officers, and work toward a feasible, although-not
1.,4

perfect, proposal

264.
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d. Encourage all committee members to actively partici ate in

creating the proposarand emphasize understanding any agree-

ment of a. proposal that is satisfactory to all i olved.

Try to persuade the committee members to a cept my point,of

view and gush for a proposal that can r alisticaify

adopted.

Most i Least

- Similar 9 8 7 .§c,, 5' 4 . 3 2 1 0 Similar

I. In determining my success in orienting a new teacher, I will

probably )4,cphasize:
. v

.

a. The extent to which his decisions reflect the accepted

Most

Similar

standared of behavior and school policy.
,

b. The extent to which he follows expected behavior, and the

amount of,urging necessary o my part to achieve this.

c. The person's progress toward self-acceptance and personal

worth as indications of his abiltty=to live, with others-.

N0. a. The value of particular kinds of behivior inreption to the

gOals he and I have set in the'interview.

e. His loyalty toward and. trust me in the dontext.bf our

relationship,

. .

"
Least

8 7 b 5 4 .* 3 2 1 , ASimilar

4. I. have just been informed about a groupof parents who,wantpe
.

to.abolish a n4 curricular Otogram which was organized under my,leadershjp.

This group has arranged to moot with'me next week. in talking with this group,

I will probably:

54
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r

a. Answer their-questions directly and,courteously but not

become iotiolved'in an active discuSsion regarding the purpose

and goals of the *program.

- e `

b. Clarify for them the reasons for the program, the position

that the department and I have taken in.relation to the pro-
.

gram, and the degree of my authority in relation to such

. .

programs.

c.-.Listen carefully to their comments, and assist them in,ialk-

in§-abot_their concerns without explaining my :osition or

the' program in -detail.

d. Carefully explain the reascm for the Oogram and my position,

but also assist them in clarifying their coricerhs and'how

,,
these,conceriA may be explored in relation to the program.

t-,

r - e. : Listen carefully to their comments, but gradually attempt to

. .
... .

. gain their aCceAtante of my position on the new program.

.
Least 4

Similar
Host

Similar 9 5 4 3 2 - 0

- --
.

5. Teachers and instructional aides Have not been attending the

4 wee kly.in-service

. .

A.raining%1;rograMs carefully planned by myself and the prin-

. .

.

cipal. it was previously deckled that.these programs were imfortant,for the

maxlmem 'functioning of the teachers and - instructional aide, and they were

,

. .

aware o'f their expected attendance at these proframs. To
.

assure attendance.

' ,atrthese programs, l am likely to:
.

-

. .

'Clarify tlit reasons for the training 1:Tograms.and the corfse-

A.
-,,,,t. ,

quenceS of not attending.

b. Arrange a discussion With those not attending and encourage

them to exploTe their personal goals and responsibilities as

staff members. 268-'
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c. Carefully outline the reasons for the training program, and

the expectation of attendance by all staff meObers.

d. Contact each staff member not attending and encourage him to

do so.

4

'e. Arrange meetings with all staff members involved to determine

why some are not attending the meetings and discuss in-service

training formats.

Most Leis
Similar 9 8 7 6 5 4 3 2 1 0 Similar

6. The district administration has asked me to supervise a teacher

placed on probation for one semester. At the end of this semester, we hope

to have accomplished previously agreed-upon objectives in working with this

teacher. I will probably: -

Meet with the personto review openly our relationship in

I

0

establishing goals for behavioral cpange and treat the

evaluation as a shared responsibility.

b. Meet with the person informally and as a friend to share my

reactions to his behavior and encwage him to.ask questions

about a change in his hehavior.

c. Evaluate his behavior for him on the basis of reports. ,

Compare him with others whom I have assisted. Consider

probationary requirements and tell him ways in Which he can

make improvements.
.4. o

d.' Encourage the person to assess hiS own behavior and,identify

ways. for change, as he thinks necessary. Try to stimulate
:/

s

personal commitment and self-confidence on his part.

26
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e. Develop a rather casual relationship with him, inform:him of

the probationary requirements, and make a recommendation based

upon the expected behaviortf staff in the district.

S i m i l a r 9 8 7 6 5 4 3 2

4

0

Least

Similar

7. An aide has recently been. referred to me for assistance by the

principal. His behavior in the classroom has been marked by numerous child-

like respohses, and bOth his fellow aides and teachers have talked to the

principal about him. The aide was not told he had to see me, but'it was sug-

gested tohim that he might want to talk to me about his'behavior. To help

this person change his present behavior, I will probably:

Nost

a. Encourage him to identify with a teacher or an aide whom he

respects and who demonstrates tcceptable behavior;

-b. Clearly state a single course.of action for him and he conl-

sequences for not follOwing that7course..

0

o. Msure that he has'a'choice'between various. courses of action. .

and is able to explore these actions before etpaking a decision.
r

Clarify tie need and direction for a change-inbehavior,.but,-
"----

,

leave the'decision to changeOr not change up to him.

e. AsAure that he has total freedom frOM other's influence in
.

;s

choosing a course of action4'and has the support o4 other's
t.

once he. chood4.

Simi tar 9 6 5^ 4

265
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8. In establishing a new planning program with an administrator, I

discover that my personal negative feelings toward, this individual are inter- 14.

feting with my.ability to work with him effectively. I will probably:

Most

Simi tar

'a. Talk to other staff about their feelings toward this person,

and if iny feelings are suppotted, tell some influential

school patrons about my feelings and what he is doing to

hinder,our task.'

b. Openly expreSs my feelings to the school patrons as to what

rthink they should do to help the situation.

c. Openly express my feelings and encourage him to do the same.

,

'that personal feeJings,between us can be clarified.
- ,

d. Try to better understand his actions and-try to overcome my.

own negative feelings.

'e: Avoicrcodtacts with any school patrons and discuss only

eces y agenda with him.

8 7 '6 5 4 3 2 1

Least

O. Similar

9. As a result of my:not recommending i:particular teaching
--

1
, .

atsignment desired by one of the members.of my department, I am presently

being_ criticizedand challenged to attend a meeting to discuss my position.

In this meeting, I am l'i'kely toy

,
,

-a. tteact more -to the way he sees the issue than the, fact that

he is challenging me. rry.to, re-evaluate his proposal in

view of the two positions we are now taking.

b. Be concerned about my relationship with the school adminis-

traticin atd inquire about their respect for my judgment.

t

-

c 4",

' C
266.
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c. Discuss and pushm position, even if it ultimately means,

; 1

reminding the teacher of my authority in such assignments.

Be concerned, butipavoid arguing my position and assist the

teacher in clarifying his ideas and opinions about the

assignment.

Simply remind him that 1 have made the decision and explain

the basis .of my decision rather than becoming Involved, in an

argument.

Most Least

Similar 9 8 7 6 5 4- 3 2 1 0 Similar

10. The members of my department and our outside consultants are in

disagreement about the:type of programs to be implemented. Their personAT

dispute is affecting the other faculty member's. i have decided to meet with

them b discuss the situation. in this meeting:"'l will probably:

a. Rdmain'neutral ,or stay out of the argument.

ns

b. Try to smooth over the feelings and keep the staff working

together.
,

c. Try to dismiss the conflict and present my views.On4the

disagreement.

d.' Use my position tWencourage them to Arrive at an equitable
it

'solution to the problem.

.e. Try to create_a situation so the two groupscan identify

reasons for their conflict and explore means to achieve the

goals of the district.

Most Least

Sl0mi tar 9 8 7 6, 5 ' 4 3 2 1 "0 Similar

0
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INTERVENTION STYLE SURVEY /

PRO5LE SHEET
;

Directions: Copy your responses from the items onto 'this sheet. Be sure to

note th4t the order. 4f letters fa, b, c, 4, e) Varies for each item:
Place the scale valtle you'ass'ionexl to the letter "a" on item 1, for example,'

above ,the letter ."a" on this Sheet. Then do the same for.all. other letters.

ITEM

e a

3.

" -

..eg ., ,

:5 : ji :.. - - -*

; ,e ;.. -

.

e

.

,
.

b

6.
,

41' .

F ,

I

9.

10 . =7-7 e C.

Sums

Sur scores, for each, column. Select your highest total. Score and make

an analytISof the items you. setected in terms of your perceptions of your

role im the intervention process.

,Possible elements to be considered in your analysis:.

(1) Can you identify a pattern of behavior?
0 (2) Is it possible to 'locate yourself.ori a broad interaction continuum?

(3) Could you prescribe a self-improvement program from this analysis?

(4) What resource help could you use far' the improvement plan?.

: I 268
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,

I. Describe tnswriting your "intervention style."
. .

f)0 Whatdo you think are the effects of your iqtervention style on

other people?

I I.

3. Do you wish to develop any different intervention styles for

some situations? Why?

JP'
4. If you were in the "yes" category on the last question, write

below *hat yOu would like tondo differently in specific kinds of situations.

C

II

260
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4

EVALUATION

1 State your values about good teaching to a colleague until he

is able to, paraphrase them to your satisfaction.

2. Can you categorize'your intervention style at any time during a

meeting? A a friend to assist.

Jr

4

v

Write a description of your; ",ideal" helping relationship.

a

iJ

S

270
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,This unit is one in a series which taken together
with the appropriate management system constitutes
a Competency Based Training Program for educational

,leader'ship roles. The units are designed to assist
participants in developing specific instructional
iniprovementand instructional management competencies.

For optimum results this unit should be used in
cpnfunction with and according to the directions in
the Competency Based Training Program Guide.
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UNIT 1

WRITING AS COMMUNICATION*

OBJECTIVES

You wili:

1. communicate written ideas, proposals, and directives in clear

. . ,

language by incorporating the concept of persona in your writing.

2. #monstrate awareness of accountability in written communiques.
.

INTRODUCTION

A significant proportion of many educators' time is spent in

communicating to others in writing. Whether these communiques consist of

b!,

individuallletters to private,citizens, directives to staff or faculty,

memborandums to colleagues, or information to parent and other community

groups, they represent not only the individual administrator or department,

but also the institution. or system.., In,addition, these communications'

transmit much more than information. They express attitudes, stances, and

values of which the writer may be unaware. Finally, as the :concept of

accountability becomes more meanin'gful to those in the education profession

and begins iooermeate'various layers of the educational fiber, its applica-
.

bilitY to wriqpn communications becomes apparent. Accountability as

reflected in written communication consists of the writer's knowledge of,the

attitudes and valued his writing expresses and his ability to chooseand

manage those elements of language which test produce the message, eiplicitly

and implicitly, he intends, to send.

Conseguently, the, purpose of this mnit is to familiarize you with

the elements of language and style particularly that of persona which will

*This' unit is adapted from C ampagne and MorgaA.

I
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enable you to express written ideas more clearly and effectively. You will .

be asked to apply the principles of persoda and accountability both in

practice exercises and in your own individu41. situation.

EXERCISE 1

1. Read the following:

Persona is a Latin word'meaning mask referring to the Latin and

Greek theatrical convention by which special types of.characters were recog-

nized according ko the malsks they wore. In writing, persona means the..

character or personality a writer assumes as distingo,ished from his real or

actual self. Whether he intends to or not, every writer assumes some kind of

persona. There are, however, certain writing techniques anguage construc-

tions which produce certain effects and different'kinds of per onae.
)

Walker Gibson suggests that all writing is,ah adjustment of cam-,

promise afiong three ways of presenting oneself to an audience: t he "tough'

.

style of writers like Hemingway, the "sweet talk" of advertising, the "stuff

finess" of official rhetoric, and the jargon of academic specialization._"

Of these, stuffiness seems to be the onus of ouage. According to Gibson,

41The major fault in modern prose genel-ally is stuffiness." continues,

"The reason it gets in the way, 1
submitv-is that the Writer is scared. If

this is an age of anxiety, one way to "react f to our artxilky is to,withdraw

into omniscient.and multisyllabic detachme t where nobody can get us.",
la

'Stuffiness can be datned as off ciaj prose, specialized jargon,

or any "language whose voice speaks for an organization rather than for an
.

individual." Take for example'the'following quotation from the SurgeOn.

General's Report on Smoking and.Heal-th:.

7
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. I

: .

..-Cigarette smoking is causally relate4 to
.
fulig cancer in '-

, I ...

men; the. magnitude of the effect of cigaTette smoking far ,

outweighs all other faCtors.i Th' data foi women, though less *

: extensive, Wait in the samF.direction 4
.

i

i The risk of developing lung cancer ,increases with the ,

duration of smoking and the number of o.igarettessmoked per
. day, and is 'diminishedby-discontinuidg smoking. --

1

l'he risk of developing cancerof the lung for the
combined group of pipe smokers; cigar smokers, and pipe *16 4

- and cigar smokers is greater than for nonsmokers, but much .

les's than for, cigarette smokers.' -
- .

Tire data are insufficient to warranta concluSion for

,each group individually. . P.
.

..*`.
1"

.
N oticesthe lumber of passive verbs and abstract nouns which result .

. '

;

in the writer's refusal responsibility y for whert is said.
.Am . - .

ille'disembodied,tiimpersonal .voice hardly seems effective in trying to 'get
- ..

.
. . .

people to stop smoking.
., .

0 , 0,
..

.
,

In the following revision, the tone remains serious, but it is in
. -

.
. .

more direct contaci with the .reader. th writer's reSponsibility'is made
i .

,
4... .

v

andthe tsmoker's involvement the situation is encouraged.-

...-0;
e

-

Cigarette smoking'is .the major cause of lung cancer
. .

.4 in men, and probably in women too.

10
. -, . The )(anger one smokes; aod the more cigarettes one.

smokes -per day,,t4e greater the chance of lievelopingluqge

. .1

.,
.7' cancer. ,Thivrisk i,s; reduced when"one, stops smoking.

43 '

. , People who smoke,pipeS or cigars, or bothwr:aiso risk
.

:
. cancer, but to a lessedegreethan cigarette smokers.

We cannot say exactly what the.risk is for each of these.

. .. /

. st,, groups. .
.

' A

. ..., . "'V
. .

.,- .

2; Read.several examples of Deaf Abby letteri.'sChocil one leiteranti

.
..

.-
r...

. try to imagine the person who wrote it, based on your perception. Then,
,

. . .
.

nswer the fo hlowing:
, ,

a. What kind of person is Being intToduced'to you thrOugh the . ..

.
., .

. . 4

notnot necessarily the content?, '.. . . 1 4

. X

V'

:
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. .

b. On what specifics did you base your inferences?.

v

,

c. Inch, your Dear Abby.example(s) with this exercise.

3. Select a co 'nication generated from your particular site (county,

school, or department) whith might be'regarded as "stuffy." Rewrite your

'selection in. more direct language, keeping the tone the same, Attach the

.

communication TA:your re-write.to this xercise.

." .

EXERCISE 2 '

4 1. Read the. following:

In addition tothe persona or voice, two other elements in writing

'which determine what messages are sent are the audience and the subject,.

.i: The relationship'apon6 these elements canbe identified according to tone

ft and distance. At one extreme is the "ad man" who decreases
4
the distance

,

between his readers,and himself by living the impression that .he isftalking
t...

directly to the reader. Pit the other extreme is the scholar, whotfloy relying
.. - .

, .

on "learhed"iocabulary, relatively long, complex sentence structures, and

.
,

few refesinces to the reader, creates a greater distance. At the same times
.

the writer'e'relationship to his subject 'reveals' a,distinct tone and distance.
,

Expressions of attitude heavily laden with honorific or prejoratiye, language

ofteh reflect backto

i
e writer's feelings,, but say little about close con=

d 4-

cretelbervatiOn: .
. .

,* ...
.

,, .

,
1,

. 'Aecause.thesq three elements (peiiona, audience, and subject) must
c-

, ,,

, .

k

be,experienced. in order to be internalized, the following activities ate
/ . 0 ,..-)

designed as practice in'a roachiiig writing frOm this stance

.0
c. *4" ,
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. .

2. Whom doyoutrust? Read the excerpt which follows, keeping in mind

their purposes, their audiences, and their attitudes toward the subject.
4 r

Determine, if you can, when you erreacting to content and when you are

reacting ioethe language.

The following'q e ions may help:

a. Who is talking in this writing? Who is being introduced?

b. Who are'we bexpected to. be as,,we read sympathetically,?
.

c. How believable is the persona in each'.'f these selections? .

. .

ea.

d, On what criteria did:you base your conclusions?
. e

WHOM DO YOU TRUST?
t

I am Commander LlOyd Mark Bucher, Captain of the U.S.S. Pueblo,
belonging to the, Pacific Fleet, U. S. Navy, who was captured while carrying
out espionage activities after intruding deep into the territorial waters
of the Democratic People's Repablc*of Korea . . . .

My ship had conducted espionage activities on a number of occasions
for the-purpose of detecting the territorial waters of the Socialist
countries. Through such espionage activities, my ship detected the military
installationS set up along the. coasts of the Socialist countries and sub-

mi.ited ;he materials to the U. S. Central Intelligence Agency.
Recently, we were given another important mission by the U. S.

,Central Intelligence Agenay"thatis, to detect the areas along the far east
of the Soviet Union and the Democratic People's Rdpublic of Korea: The U. S.
Central.lptelligence Agency.promised me that if this task would be done

isuccessfully, a lot of dollars would be offered to thewhole crdw members of

my!nip a Particularly 1 myself wpuld'be honored . . . .

y crime committed by me_and mr men is eptirely indelible. 1 and

my rew-have perpatrAled such a grave criminal act, but our parents and wives

and hildrenat home are anxiously,waiting for us to return home in safety.
Ther fore, we ,only hope, and it is the greatest desire of myself and alq my

'crew,. at we will be forgiven leniently by the Government of'the Democratic
People's RepubILF of'Korea.

,

1. The statement attributed to Commander Lloyd M. Bucher by North
0

Korean Communist propagandists is a travesty an the facts. TholkStyle and

wording of the documeQt_provide unmistakable evidence. in themselves that

this was not written or preC pared by any American..

r
.The major point which this propaganda utterance attempts to make

is.that the Pueblo haliviolasted North Korean territorial waters and was, in
"re.

.
1-5
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Intelligence Agency had promised Commander Bucher and his crew "a lot of

dollars" fOr their mission. Commander Bucher is a naval officer commanding

a nail ship and performing a naval mission. He is not employed by tne

Central Intelligence Agency and has been.promised nothing by the Cintral
.

, Intelligence Agency; nor was any member of his crew.

The entire world learned during the Korean War of .the tactics and

fact,.violating these territorial waters when the North can patrol craft

appeared. This is absolutely untrue.

(There follow two paragraphs asserting that the Pueblo's own report

of her position at the time of capture, as well as North Korean radar reports

to which rye apparently have access, agreed that the Pueblo was outside the

12 mile limit defining territorial waters.)

Tvoical of this propaganda sham is the suggestion that the Centralo

. techniques of Communist propaganda and of North Korean,exploitatron of men

it held captive. This

f
abrication is but another example. No credence

should be,given this contrived statement.

Quettiohs:

a. Who's talking? Who isrbeing introdOced?

6

b.! Who are we eXpected4o be.as we read sympathetically?

.4 0

. 1-6
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c. How were the words chosen and arranged in order to make these

effects possible without physical voice, or ge§4ture, or facial expressionlo

-15
4

EXERCISE 3

The preceding activities have :ken you pr.4ctice and experience in

determining some of the messages that writing can transmit, other than those

originally intended. The follOwing activities represent opportunities to

practice, identifying your audience, ypur real attitude toward the subject,
. 6

and the type of, persona you wish to assume. Since readers are the best

( . i

jiidge of what actually has been communicated, use your colleagues' as.resources

.in givin ou feedback on whether or not you succeeded in projecting the

kinds of ssages,you intended.
A

1: W it a memo containing essentially the same basic information or

1 a

instru9t ns o a parent group, a school faculty, and ')our superfntendent.

Attacht Se memos to youf unit.

2. .Rea .the following:

In y ur 'position as department chairman you have received-the

followIng letteNc
Dear

1 noticed in yesterday's Daily News that Mr. X wrote a terrible
Better to the editor. He criticized our excellent. President, Mr. Fords
'and.insinuated. that he was corrupt.

6

1-7
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1.

1.

1,f Mr. X thinks our President and this country of freedom are not
good: enough for him, wh doesn't he go to China, where he belongs.

Anyway, A t nk it is terrible to have such a man as this teaching

our young children and passing on his leftist ideas to them. I have two

ihildrenn Mr. X's tenth grade class and how can they learn respect for our
.wonderful country if dangerous 'people like r. X teach them opposite things
andmr.ite letters to newspapers complaining. about,the leader of our country.

Please look into this matter., I'll be in to talk with you.

Sincerely,

(a ,parent)

, . Lee Sims

40

3. Wile a reply to this letter. Write a note to the teacher involved

informing.hib gf the situation; Write a note to your principal who also

received a copy of. the letter. Determine beforehand what persona you wish

to assume, based.on the three different audiences to Thom you Will be writing.

Attach your copies of these communications.

Ask your colleagues to critique the communications you have written.

Ask them to concentrate their critique on the three elements ofgiersona,

audiedce and subject which have been dealt' with in 'fhis unit. /.

EVALUATION

1.. Do the critiques you receive agree with your intent?

9

2. Critique three written products you.produced for others' reading

in the last week. Critique them in the same manner you asked from your

colleagues.

3. Ask a sample of (forethese.three written 'samplesY

i )1,

questions which allow you to find out how the written messages were received,
. t"

.

41i

-
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4. What ,remains to be done in improving your wrftten communications?

$

4

,

V

a

r
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This unit is one in aseries. which taken together
with the appropriate management system constitutes
a Competency Based Training Program for educational

leadership roles. The units are designed to assist
participants in developing specific instructional
improvement and,instructiopal management competencies.

Forlptimum results this unit should be used in
conjunction with and according to the directions in
iieCbmpetency Based Training Program Guide. .
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UNIT J:

INTERVIEWING PROSPECTIVE PERSONNEL

OBJECTIVES

You will:

1. understand the role of the department chairperson in an employment

interview.

2. devise an interview strategy for selecting the best possible

carididate, ,. -

identify specific personnel qualies. required for your department.

INTRODUCTION

Department chairpersons can make importaft contributions to their

system's persdndel programs. When the need' for new staff is determined and

ap

e

I

licants'are invited for interviews, chairpbrsons should play a major role

'pi administrators select the best possible candidate for ea h positikni ,

.

An a ec separ chairperson knows his system, b s school,

0.

and his curOdujum thoroughly ith this fund of background .inf rmation,

he can assess the potential suitability of applicants foi employment in his

system.
/

The department chaiiperson can be active in the employment interview
.,

.
,

in many ways. His principal might ask him to destribeIhe exact4nature of
.

,.
1
I -

a position .:aneretate it to the total 'program of departmebt and the ''*'''

, ?
. . .

school. Obylous)y, a department chairperir O's greatest contribuon would
..

. .2 \
t

ewe from his specialized ,knowledge of his- subject.
.

i '-'
.

. .

I.

Prior.to theinterview, the department chairperson and administrator

professional background and enlOoyment yualifirshould review a candidateq

cations. He should asc*ta in from the administrator what'his speCific

;J.t4,

284
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purpose in the interview will be For example, is the department head to

merely observe, becolfx actively involved,,or lead the interview?'

During the interview, the department chairperson and the administra-
. . . .

for should compliment death otlier's questions and remarks to a candidate.

For example, an administrator might ask the chairperson to liMiulte f

-candidate how a particular topic might be presented or how thecandi

might handle a particular class situation. 'A master teacher like th epart-
.

ment chairperson, who is thOroughly familiar with his curriculum may be best

able to evaluate responses to questions of the above nature.

Following an interview, the chairperson and the administrator should

discuss tthe candidate and, if possible, they should-reach a joint decision
4

concerning his suitability.

It should be remembered, too,,that in the event a candidateis
=.

employed, his inadequacies during his probationary period'become the respon-
ft er

sibili0 of the interviewers. All parties'have an obligation to see that a
. -

candidate reaches Kis potential. '

EXERC/ SE --1

-4

1. Your prIncipal has asked you to conduct an interview with a new

teacher. In column A, list.t he personalieralts you consider most important

in a new teacher.. in column 8, tell /044 you will discover these traits in

d'Caodidate.

0

.../

.

t ,

'

ap.

1110-

.
N
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I J'

2. 40 2.

3.

J

4

2. Discuss your list with a colleague doilig this exercise. Where do

you agree? Where do'you disagree? Revise your list.

4

4

,
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EXERCISE 2

1. What peaChing knowledge or skill do yoU consider to be of most worth

in your specific department? Devise a 11 of ree,questrons that would

determine,whether or not a candidate had that nowledge or

a.

b.

c.

2. Ask these questions to someone in your department. Did theansweri

fell you what, you wanted to know?

o

EXEIVSE 3 ,.

Pick any course in your department. Assume You have been asked to

this course to the goals of the'department or the school.

Provide a brief amend. simple explanation for the candidate.

relate the goals

i;tt*,



io

.*,11

-

EVALUATION (Don't.Throw Stones)

You were once a candidate for a teaching position. Hopi would you
. ,

4% have felt if you had, been asked the questions you just prepared in Exercises

one and twp? ;

4

4

11

, How do ou as i department chairperson candidate measure up to

these questions tha you would ask of- others?
1,

4

,

Note; After you have completed this unit, you may wish to ask your principal

if it would te possible for you to "sit 'in" on an interview of, a prospective'

department member:

41,
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''Thi unit is one in a: series which taken together ,

h.the .appropriate management' system constitutes

-.competency Based Training Program fogedutaitiiial
leadership roles.. The units are design b to assist'
participants in developing specific ins ructional
improvement and Thstructional manageme ticompetencieI.

For optimum re lis this unit should\ used in

conjunction'wi h and according to the' directions in
the,Competenc Based Training 'Program Guide.
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UNIT lc

qEW,TEACHER ORIENTATION
.

s

ObJECTIVES
4 e:

You will:
4f

1. understand the role of the,'dep artment chaixperson . rn the 'orientation:

;
A

process. .. .

.

2. design an orientation program for new members, in your depbctment. . .

. & 4 : 4/ .
3. relate the school .orientation program to "the departmental orientation. .--

cd. '

.

; .,

. c 4,

I

. tINTRODUCTION
I

The department hairperson%sjob:iS just beginning once the
s

employment interview ha5.termiriated a'crthe'candidate accepted. The.4cftatir-
.

%

.,

peison's.lob is crucial in helping pdw teachers over his first frustrating

months.. .His expertise s a maste) t ache. as well as his self-assurance can

nelp impart a senSe!Of security and a:calming attitude to the new teacher:'
..

...

, c
With the orie tation of neW.teachers approaching, the chairperson

..

may have as much as a ew months or ps little as a few days.ta.help prepare

.

1, newcomsts'for their: du ieb. He Mustreallie that if he waieS until the open-,
. ..,

ing ofsEhool br...until the work days preceeding the opening'4 schoolthat
,

..
.

. , ,
.

.,

.,

I i .

both nis classes and t e new teacher may suffer from insufficient preparation.
,,. .

,

EXERC18,E 1

.

1. Read the foil wing article,froM Michael Callahan'.S Theffective .4,

School De artment.Head.

.

What might an adminittrator ask his depaRtmerq heads to do to assist
,

s .
.

" in orienting' newly- employed teaches? An effettive sihool department head

..1

begins the work very oon after the. new teacherrs contract has"baett ratified
. 4 . 0

Y r r

4. v .

it

,
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o

-
` .

.

by the district board of ti-atees. A good first step is a letter sent byth
.

chairman to theliewcome, containing the chairmah's w , hii*assuranCes

,.

wi rking wit % the new
. 1

f. .

. ... .

.. man, `and his Offer Of heirin finding suitabre-hou ing,. etc., the new
.1

. ,.
t

..

`community. A-personal gesture such as this can do much to encourage a new

r---

.teacher and to make him feel that the coming proCe4 o#Feadjustment will be

that tie department Ls Looking forward to knowing

i
4

e.. .

a pleasant one .for him. ..
,

.-,

In,addition, the department bead's letter should 6pnfirmthe.: exact

4
. .

. ,,

schedule of classes which the new teacher will be assigned whenschool.ypens.
,. - . ,

,
. . :

Theichairman'shodld also ask the new.instrdctoc to prepare.preliminary ,lesson,

.
...

plans for these classes during the summer and to have-these ready fo-,F6spec-
.

,

tion'before the opening of- school. chairman should certainly

include. wilh.theIetter any materiali which would be usefe to the= new teacher'

$
as he prepares for his nsw assignment. Materials.whiN'are appropriate to

send at this time include the following:

1. Dep

, 2. Sc
st

3. Li

re

A beginning tea

summer if they are to be

If they are presented to

before is classs 'begin,

Cul ,examination which the

Ilbring the sdhae

inforMed,of any facts whi

rtment courses of study

.

I' or departmental.pojicy statements relati4e to
dent grouping, graing, discipline, etc.

is of books and readily available instructional
Ourdes pch as records, tapet, filmstrips, slidep,
els, etc:, within the school or department

et must receive these d ring- the spring or e arPy
I
:e .

.

seful to him in Orepari 9 for his coming assignment.

im in one Jarge and undigestible package on the day

e will have no opportunity to give them the care-

require.'

, the departMent head should keepthe new teacher'
,

.

affect his assignment or the preparation of his

2Vhe

.
$

'



lesson plans" _There should be no.unpleasant'slirprises awalting:the

-W

newcomer
'

. ...r
.

., 4 V.

hen he reports for chity in th 'fall!
.

o -

.---/
(

, The department hdad should also'be directed to meewitih his new
%

. . ,

,teachers before the opening of school in the fall, to review their,proposed
, .

lesson plans and to answer any final questiohs.which they have about the di's-
.

. , '.. .

,.

trict, the sdhool, or their own individual situations. Thd author knows from '

experience that these queries. may cover topics ranging from attendance'procecll \

dures Within the school to the availability of health insurance or even the
.

quality''of food in the school cafeteria! An effective department head recog-
. 1, 1

nizes that he performs a valuable service for his school by inviting and - ,

andwering questions of such nature. The teacher with unresolved problems'is
:

not as good a teacher as he'mkght be:, and sometimes the most innocuous query ,,
. ,

. .

, a.

may be a prelude to a serious diScussion. Admihistcatoys.should understand

that new teathers are often hesitant to bring their personal questipns to

them, and so department, heads must be alerted to their reSlionsiOlities

this rather delicate area of-teacher orientation.
% . . .

During,the initial series of meetings in the fall, the c hairman

.

. ,
.

.

should also be guilleato look for ways in which he can assure the new teacher
,

.,....t $ . * ,

that he-is,a valued addition to the school and department. One polidy which
. ''

. . A A.

the author has found quite effective and therefOre recommends is-that new ,

teachers be hildwed first choice among instructional Materials available to

A
instructorO n a department; A new teacher recognizes that he is, an important

MeMbef the team,when he seed that he. is not assigned leftover, books, for

example, and that even tfie most senior membert Of the department (always

.,

, ,

including the chairm4n himself) will adjust their own preferences to suit hTS
. , , .

plans. Ftom this, he experiences a sense of worth which disposes him to do
,- , .,

his best to live up to the high expectatiphs'that hts cbl,leagues haVe of him.

.

-
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-

The Orientation process, is not completed with the opening of schoby

, -

Throughout the year, chairmen should be asked to meet periodically with their '

new teachers, to discUss school.and departmental polAcies and praCticeS.
I

Some of,the items. to be considered at 'th4se meetings 'might be suggested by

.

school or district administrators, to supplement the information,which they
r.

present..in their own orientation program§. Other topics poultf come from
.

experienced members a the department, whb should be invited

ings 'as

2

resource persons, er from teachers, in thelcepartment

themselves ohly) a year or two eaV..lier.' Of course, iddTtiOha

discuss should be.

to join4theimeet-
,

who were newcomers
4.-

1 subjects'io
0°

suggested by the new teacher's themselves; th'e effective
4.

depa}tment headlinvites'and welcomes such coopehtiiie paPt.166)pation.-

2. 'You are writing to a new person in your department.

t

In addition

. .

to the items Callahah suggests. be includeA'what items from your school-Obuld

be inclded/.

V-

.1. ' , . a. '"A`.% . .

3., Do you agree with. Caflahan's'rati.onale that new teachersstlould°6e

1
,

,

allowed,first ctioice Of instrucOval.malerials? Talk with other members.of
3. 1) . .,,. .

,a.
.4

i .

9 -4

e.

6

. . .

f.

p '

yourdepattment. Now b they feel about thts7-

J

44,

2.9,;
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EXERCISE 2 :

r ,
'. .. , , .

e
F:indout how your school orienfp its' hewfacu12ty . Is the job being

done adequately? As4ePartment chairperson, what additional information and,
4 ...,

. .

. -

.
40activities'can you add particular

. . .

to neW memb$rs of your deparcmenc?
. .

II

W,

I

4

'

t
,.

/

EVALUATION
:

'

-
.

I. Based on theabOve infoPmation, outline
, .

A.
. % ', .

-orientation workshop:: . .
I . \

I.

lan for a half day,

2. Critique this Plan with a:colleague.
-.'. . . ,

.

3. Submit, this'plan to your principal as a suggestion.fdr next,year'i

- t
. . 4

,

, ,..,

orientation., oe,

A

.
S I

29r

'a

4

r.
P

s
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;This unit is one in a series which taken' together
with the appropriate management systtm constitutes
a-Competency Based fraining Progradfor ed cational
leadership roles.. The units are designed o assist".,..

participants.in developing specific.instru Iional
improvement and Vistructional management c petencies.
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%,,- For Optimum results this unii should be us: in'

.conjunction With and according to the dire tiod in

I.,.thaCompetedcy Bated Trajning Program Guid ..-, .
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OBJECTIVES

You will:

1 t:

' t UNIT L

THE MASTER SCHEDULE

..'

1. become miliar with the types of schedules that are used in the Anne
A

Arundel Cou ty Schooj System. ti

4 2., be able to identify the type of schedule that is utlized

r,
your school.

3. be able to determine what types of information are found on the master

schedule.

INTRODUCTION

The master schedule is the foundation of the secondary school. As the

blueprint, the master schedule provides a vast amount of information about the

school. The mgster. schedule will reveal a school's,ratibnale concerning grouping,

class size, and the breadth and depth of the curriculum. In summary, hemaster
. :

.

schedule 'represents the best efforts of the principal and his staff in bringing

I 1

teachers, physical facilities,.students, time and Materials together for the
.

greatest possilAle,effectiveness in providing an educational program.

Ari effective department chairperson should be familiar with the t pe b

III

.

,

.

1

,scheduling that is, used in his school. There are several,typesbf sch du as that.;

. .15 are used'in Anne Arundel County: block schedulini, scheduling, and

variable or modular schedulig.

,,.

The schedule most frequently used is
.

the block schedule. The bioCk
. ,

6 6 ,-'

schedule involves assigning 4 specific class to the same time peri6d each day fOT,
t

7

. Block Scheduling

a suet period of time, Students t'y be scheduled into -these clatses

or heterogeheously. A typical seventh grade section that'is block s

may look l ike the fol lowing example:
47J

L-1

-

omogeneouSly

heduled



---Se-c-tro-iiFT'S-'"

.

.Period Mop. Tues.

1st Art Art

2nd Sci Sci
1

3rd So. St So. St
, f .

4th Math Math

5th Eng

6th

41

i \divid alized instru tion depending on the school's staff and4philgsOpliy. ,Block

4

Wed. Thur. Fri.
1

Art 44 . Art

Sci S i Sci

So,. St So. t 'So. St

1 Math : Math Math

Eng' \I Eng 1 Eng ' Eng

I.A. P.E.' 'I.A. P.E. 1 I.A.

4

The type of teaching that takes place can range from the traditional to

sc edu ing can be

specif subject a, a specific time to three or more teachers. Further scheduling

accomplished by that team of teachers. Again schedulinrtan
0

us or heterogeneous, grouping.

one on a larger scale whereby 125-150 students are assigned a

of sltuderts is the

be done hoMogene

he block Schedule can be found on the high school level as well.", Norm:-
.c

ally, the classes ante locked into 6 'specific time slot each day for the duration

1 the'cou se,. be itl a `full year or a semester. Most high sohools allow the

tudents to choose

schools will allow

I

time lots for their claites. The new open-space secondary

re flexibility to block by large groups. '

Flexible Scheduling

The flexible schedule can be defined as a dodificat-1-c6-61the block

. r
sL1 dule. The-use of double pergods of time for particular classes such as

.

- .

sci nce, or the addition of rotating periods may b ects of sctie,

dul . Edu,cators_tend to usethis

.
.

fro ,the block schedule.
1 .......0 --

, -
A typical seventh gra e s _a as -,a flexibii chedule, yyook

, ------.--;-----
, *-----

likel,the following example:
----'1

ashen referring,to any change or deviatioo
s

_

-, 299
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Section 7-1

Period

1st

2nd

-

I

3rd

4th

5th

6th

.4t

,
Mon. ' rues: # Wed.

`Sci

So.St

Math'

Eng

Thur. Fri.

Art Art . Art

So.St. Sci

Math.

. .

'.Eng So.St

So.St Sci

Math

Eng So:Si

A

P.E. Matti

' Eng

PE. ! Math

, 'Eng

The vaziable or mo

prograMs. A modular schedule enables the administrator to schedule classes for

.

4
t A

Variable Scheduling '
.

.4

r schedule allows for more flexibility in student

different' lengths ,of titre. English be two modles 'Ong, while chemistry-br

physical education may be three or four modules 4ong. Some common chapracteris-

tics of the -modular scKedule"are: !

.*
,w,

\ . . ..
a. There is nwttandard'length for all periocs. '

b. Studenls may not be in formal clats arraggem&ts forall %their,
weekly' learning experiences. ,

I

.

. I s-,.
,

.
,

c. A suldent's schedule pay not repeat itself :every day as in
0e block schedule: -' . ?

. ..,
. .

d. Teachers may meet students in bothforma) and i*formal
groupings.

%.. i 1
% - 4

e

Several seventh grade classes with modular schedules'may hayea schedule which
*S,

looks likethe following: .

.

...

r

.

i I.....,

ModulesI

7

7-2

°7-3

2' 3 4 5 6 7' 8 9' IQ 11 1 i3 14

Eng Math Science. P.E. So.S Art

,Art So.St
...

Math ScienEe
J

J Eng ' P.E. .

Math Science So.St 1 ,Art P.E. I Eng.

.36o
L-3
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\

Host' nigh schools have the.individualLzed type of SOO . in thiS

4.ituatton a Audent is aLlowqd tq citoose stlaject&or c se.6 .t.hat, It feels are
.

. .

of importance or interest to him. (This, of -course, is4pstric:ted what. to

credits needed fOr gradmatIon.) Individualized scheduihd anbeaccomplished,'

in'just about any,school=setting whetlhlr Lt be traditional or open space. An

individualized program can, be utilized with any type of master sbetedule, whether.
.4

it ne;Olock, flexiOle, or Variable.

t

' E.XERC I St. I

.

Every school has some, type of master schqAule that is displayed in one

Or botn of the follbwing,ways: (l) exhibited on a pegboard or magnetic board,
.4 ;4t

and/or. (2) written on paper, possibly broken down by departments.

Examinethe mast
i

.

for for an exptan tion a

.

.

r schedule for your school. Consult with an admiriistra-

rationale of the master' chedule. Once you have gained

an understfrding f theTasterschedu14answer the fol.lowingquestiOri:

4hat typ

,

of master Schedule ,oes ybut school_have? (block,. flexible,

. . .,
.- 71.1:-,. ''

, , ___

. .

. 1

Wriable mixtuce, ett.)1 Be sure Ito mentioogthe Characteristics found with each'
, .1

type, Of scheduling to juitI-fy,your atiswgr

t
.'--

. ,. i
,

:, p
. .

. ,

.. .....-N...z.
,4 ,

..-

\'

b,
,.

.

30

1:14

\

4
K "5

14

4



1

I

EXERCISE 2
(

The master s chedule can tell the observer many things about the school.
fb, ' 40,

/ 9

Can yo4 list or name the types of information that cSn be'found on-a master

i

'schedule? Use your school's maste schedule as an examlile.

[

*

C.

64. ,RCISE.3,

.A. When,youihave compiled 'your list for Exercise 2, check With your
1 , , '

principallro see if you have omitted any information. If so, include the omis-

sions betow.

1

e

.4

\

. o
,

EXERCISE 4 "(Optional)
. . . 1

- .
N. \ ',

.
,

1, Team with someone from another. sch 1. Compare Master schedules. A

I - . \ . .,- ),
Identify the*type of,master schedule used "by he other school. List how it is

.

alkke'er differept
.

from'your school'S master s hedule,.

....

4
._*.

,...

\ ..

.

A,

.1.4 r ' --, .

4

\ '
t
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1.

EVALUATION

'Reyiew the dif.ferent types o/' schedules described 46 this
,

. ,
the knowledge you, have gained., lilt some of the advantages and disa vantages of

unit. Frbm

the thrfte. .

.
1. Mock Scheduling

)

r.

2. flexiBlt Scheduling

.
nr

V

4

?

305 /.:
./ .

a
, ... ,. *?

, 1:t-.6..
.5 .

.
..

4
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1 I.

This unit is -one, in a series which taken together

with the appropriate management system constitutes
a Competency Based Training Program for ,educational-.
leadership roles. The units are designed to.assist .

xarticipants id.developing specific instructiona
imprdvement and'instructional management competencies.

,

... .

r-. . Fo r optimum resdits. this unit shpula be used i
conjunction with and according to?he direction in
the Competency Based Training Program Guide.

,a

.4

r

A

144
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.6
OBJECTIVES

You will:

UNIT M.
.

THE DEPARTMENtSCHEDULEs

1. be. able to determine4the room needs of a department.

be able to construct a deoaitment schedule:,
0

3, bwable.to estimate the number of teacher's needed for adepartment.

INTRODUCTION
"c o
vs.

It is still typical in aan'y'schools for a classroom to b long to a. .

Particular teacher, When there was little growth in student pops ation and

apeqUate space was available to accommodate this .growth ittle attention was

I
/

'paid,to room util /zation. With the rapid expansion of the student popuLation .

.
./

.
. .

and theAemand for schOol dollars to go further, classroom utilization has come
.....

under Olose scrutiny. With th Increase of students came the increase of tea- .;!!%'
.

0-.
e .

chers. Many scnool7 today have a situation where there are fewer
\
glastrooms

..
; . .

,

than teachers., Under these con itions other arrangemeras must be made to accOm-,.

\

,

. ... .

modate the lmbalanc How tirss rooms will be utilized wilt depend,upon the
.

s
department chairperson and the principal. Consequently, it is necessary that

department chairpersons have some idea of how effective classroom utilization .

can be achieved

Part of your instructional responsibility may involve the assignment
7 .. . .

..

1

of teachers to, classrooms. lf, your department' is faced with more teachers than
. . .

rooms, the probleni arises as ,to. how the available rooms,t0 11 be assigned..

.
1 ..

.

. Further problem may arise if some,qf the rooms allotted to your :department are.
,

I,
,: ,

.

..

locaxed in loss desirtable areas ofithe sdhool. Now yov are Ole to,handle, room
, ..

assignments mdy' affect=lhe morale, Yourdepartment.

tc7., 4M-4
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iXERCI"St

4

..'... ...'
'...

.

,.

;The deteril. nation as to whether or not your

,
to accommodate its tdachens can be arrived at easily

. , .

(simpliffd) information:
1

... .

.

-

T. Number of periods!ln'a:day: -6

2: Number of classrooms aOilabli-
I

4

3.. Number of teachers in dept.

4. Teaching periods fot dept. chairperson
ow 1

department

when given

has enough room

the foklOviing-

ts

`5. 'Full teacher load per teacheq. 5 -

The first step would be to determine'how many teaching periods.there are

in your department. This is accepplIshed by multiplying teacher load per.teacIler

(5)-by the number of teachers teaching a full load (4) plus the number of teach-.

ing. periods lees than the full load of five, such ,as the depa tment chairperson)

o

4 (5), Sample: (5x4)=+ 3 = 23
.

/ The next step would be to firid oh how many classrooms are availahle.'
, A . .

This ISdetermined by multiplying the number c$ classrooms (10 by the number. 9f
,,.

a
,

. .',
s

..

,periods in the school day 16). ,Sample: 14x6y---ili
i

.

.

.

*
,..

\ .
.

. _ .

,

As long as the teaching periods in'your department (23) is equal or less
0./ . .., " ,

. ,

than th total' available classi-ooms (24), there is,little difficulty for fhe,

..,

, 1

, departme t chairperson and 'principal to schedule the depattment. .
%.

.

' .

. #If the princiiii requests the department chairperson to submit a tenta- a

tive room assignment given the information above, your department schedule ray.
N ' -

look something Lilo the following: ,(see
ollowi6

ng page)
..-

,
61." .4*

.

. .306
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's

..

6

,?

4 ti

Classrooms

Department Sc

.102

t
4.4

1 104 105

;Periods .

, 2 ' C \
:,: D 1

...

3 ,,,,.'" A

.
..

' - B ,
' 'Cr, 4 open

e -, . 14 0.A
,

B D C : p
t\ '-.N

5

J.
'

.

A . . DC C : ,D .

.Code:

c DC ", B

, 1

Te6chers A 11 C D

Department Chairperson C

1

""il

Ph.

-At

. .
. . .

The d'epar'iment is-eliedu4e:, sbawnabovg only, 9ne. f many comb) n4t1 orts
. . .

,, J,
that can,.6e*'-arrived at: The departme,n-t sched lei is -influencedmost9iy how":the . "--,r

. -I--
4 ' I I , t .. .

master 'schedule is .set up which, in turn, is .luenced by student regiittratiop.r,
i . /

,..,

a workable, department

it / / :
a. Number of periods- in a day 6

. . -

. ,
Number o cla-ssrooms ava.ilable 10.

't

the following

schedu 1

formation, determine

3.

t

C . Number df teachers in your dept. 11

rf it, ins posOile. to construct 1

or

.

Teacbitg perfoas for: department chai r'person 4

F] 1 tea her load per. teacher 5

Use this spate fo-6 you computatiOns.
II,*

tt

$.

.
if

t.

a

03. D
,!-
e".

M- 3
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.5/

;

..

4

,
. A -,.

5,5

.

.
.5

.
.

....r.
.

2. Use the iPace befit-tp construct. a department schedule: -, :'-,11.;.
T. .1 ."" I. ,.- ; ,, '

iii a' , :i8 ' 4:' '
. v I ' 1,

'' .

.3

di*
.0%

,

'

1114

,, t'
s.

.

. ;
,',

Va.%

..t 5 1,

,

-
41r," : .

5

.#

,comp
it Ling the above tprobl em., plipse...comment'.On.,ti-t0,0116w1i,T

" ,:
ft po$01,1e,..tr? ,deve 1 op a department schedule 4.1v4n the abov4, :I nfor- .

RrRblen4 Ed i da. you encounter. I n construct ing the department' schedule.
't,'" *4 4,4"

$...t
54 , / . *VW

a
0- .'5

4 " 16.

,

-

7

.

4

.

.55 .44

. .

15.

/

I
I ."..

,

:50 s

ef ,114

4,

4 ..

;:4 .5 ./ "; '`..;r:
, _,

, .

'1 /

. 5

5"
s C.' 45 "4.

4 '4

:

4
.4

4.4.

,
A

,
wt

5

. - /
Ilk f LR

P.
V.

.% ,
5

*2
A

5. '. . . 4,,, 44..
4,' 4- I 4 4'4

5 "a,1', . " ii% ' el:.
S

, ,t.. v

...o '".ljnco, rtUn atelV:,; the exampi e and peobigm found In Ei etc, fsi'T may .no.i., i),,e'a :,

typi cal., s i fuat ton i n_ some .of 'our schools,, Whet') the_ teSch ing..ppr kods f.4 a. dePerv..:..- .., ! b.
.. - , ,...,I.,,' ,.. ''' ,

meat are more than'ithe, total av'il fable Cl a rooms ,:yt,?u,.beg en'. to,,,have's ;,saleciu) ;rig,
:,:',..-4,1" 4\ ';

..firt?blerns , not.. only 'for yo.pr ,departmeift_; ttu:t 'for. the .wtiole,, sclioOl ,... Therg . age .a

. 1, -.- ...'t ''' ' ,,, .-. .y. .0 . .. ' 7-.."(4,..s. i :;',z :? , - . 1 #. .II

,nutnber of ways that 6choOts have tr.led' 'tO meet tflis problem. Some, of . hese ways `. . ..
_ :5

Si i- . ,..
45

4
J nc ludet.the ut i 1 Dia t ion. thq 11 brary4 cafeter la; ,4nd aassrOoms 'from other : .,',.,

A l * .4

; 4 .

FilP4``
4.,
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departments. 1Tearu teaching has been used also to effectively utilize space and

[teachers. . ()Pen spaceibui ldings .have helped to make more effective use of ..space.

,' A
tEXERC:ISE 2," ,

.
', . , , i . .

, ..-The 'number of teactlers assigned to a specific school is determined by. . '

the student population. fn turn, th'e'n6mber of teachers assigned to a depahment;
. ..-.. .. ,.. ...

is determined try :student.registration. 4t is 'the registr tion figure which 'is of. . .
,

. 1

. 1

to,.most vtoncern t lidegartment chajrperson. Thte number of students who register
, -, , , .. : I. .

- .

can:-.influeitce the .s size of a department on a yearly basis as well as on a semester.. . - . i

....

:4a5t53, . . ..'... 4
'A., 1. ., ". , '14 . '

,.

.,` . : To determine how mans' teacher,s_are to be allotted tq a _department,. you
. . . . .

;
.
- -, ,.

.:..... .
.

.

,ftr . .. ivs.t...4ayse.,the total ,number of students that, have reg,i5ter' d f r course* in your
,'. . : - ... ' t x v- .,k, . ; .. 4 ,L._ . . .'t

: cl&Par talent. Given the following.,(simplified) ilormat ion you
.. 4

., number of teachers needed for you d t),rtment:

an estimate the.

ipeography ' , 210 , ..
.4.

, , 4 ..
..,...

U.S. Wtory. '280 ..;

t 0 f
. .,

'.', . .
S'

tivict : :. 210 .. .!-, .1, .
,

.... - ..mai( i mum :c tass -,:sii pg 554_
......, ., .... ....,,. \

:.....,.. . * .- ,,,. ...-

. . .. By diVI-ilinthe''tc...eal cumbe..: of students who,-register d for ,each subject
. ,: 'i ' ,.. .-. -....--4.7- _ _-::, ;.. -:.:---- ,

area j3y.,,Phe mailmum.srass size:We are able% to get 'a ast.',.and faii;Jy accurate\ . :.. .
GoUrr4 of 'the 'nUmber ,of'Velksses :teed ctio'r each department..,

Geography. History

6..

35)..21.6 .; .;., ...., . 35),727 '. 35) 210
210 . -. .:. 280 .,*. . .2l0 .

i' : .-7" '-, Z. '' .1,
r,.... , , , I. ,,

s* ..:.. ,, :'' 4.
.

...- ,
.

.
._ .

.. , 'total 'the -nutnl?er,of' classes (6'',.+ 8 + 6 = 2a), and divide this total by
--. ' . .

...
L. ' ,..

1

' the maximum.murg teachlifig 'bid .(5. periods) 20 :-.5. = li.,. Phis will give you the total... ,

' -
.

t iv i cs

I

.
,

-.-'-num'ber of -fe'ach.ipg posItiOnt, needed.*.

t".

"
,

I

t.

1
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4 I ;

44

.

Irthe inistration is able to allocate' more than four eachers for

swill lower the class size. An example would by the addi-
";,/

xtra teacher or a total of five teachs. Class size would thus be

your department, th

tion of one

reduced:

IC,

.
.

4 eachers x 5 leaching periods =, 20 teachfng.-perigds
, ,

I, .

P1 s 4 adclgtional teaching pgiods '4,* *,' .

-, -27 001 teaching perig
,. h. 'o- : . Ao

Zotal students Z10 +,280 + /10,,= 700 i.'2/,i teaching periock Will gii/e , i
.... .

.:.

y u a maximum class-size of 29. :

,

i.

.

the maximum class size i 29, we could determine the numb e of
-,1 - .

, .

, ,. : . '
I . . .

teaching osftions needed for each subject by computing the followin

O

4 Ge graphy . . 6.4 ;History i, . Civic's
. ,

4 t, --.400,0tget,... 4 . .- , - , , a.
7, ..: .."1". 0oc.., 29).210,': 29) 0 29) M.'

.03.' '4 ) . 20j
I

..
. . .,

4o

7 .4

The administration.hasIthe responsibility of.decidin h M'any teachers
I I

. al

a IMMMIPIONIND

, 1 '
;,..

,

ate'assigged to 'your depirtment. Before the Principal decides on the neecl of

each department, he must, take into consideration the following.
.

0.4 . . i

,
a. l

\
total school 'popdlation

.. I.
.

. 4", j .' 0

b. resujts of student registration
a.

. t
. .

. 0

c. recommendations of 1,he department chalrOer ons
.

,
.

- 1

. 'd. teacher allotment per
,

1000 students

,
.

. / 1 i

i
'e. strengths and,weaknesses of programs

,

1. Given the fo11q4ingeinformation, you.are to determine how many teaching

period* are needed for each subject.' Assume that all subjects are either one

two semesters In length. All w at least one additional period for the

illd part ent. chairperson.

*The additional period is allotted to the department chairperson.

3
M-6
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Amoi.ican Government

4 /

Introduqtion td Sociology-

hild ychology

.S H story'

xim class size

168 studbnts

92 students

112 students
.

3i0 studentS

30 Students

A

,

2, Ohce you have determined the number of to thing periods, fin0owimany
tini

teachers will be- needed to cover all class section

:11

\
t ;

Vt
4

-EXERCISE 3,-

Ills exercise wi,11 encompass the'prgvious'tao exercises. You wjloll want

to cohsult these exercises as you do Exercise 3.

1. Given Ihe following information, you will be ablesto estimate

classes will be needed for each subjectin'your department.

World History 34.8 .students

480 students

Introduction to Sociology

Child Psychology

Early Americ.ans

tixim class size ,

120 students.

261 students

100 students

25 students' , 4

how many

ti



t
ti

9

6

i *

a t
e.e

O I
i

2. After completing the above,, you will then be able to estimate the number,

of/aeaching pdsitions needed

i

: Be's ce to al ow additional planning time for the

department chairperson.
'

1

ry

III 3. You.

acc o a

-t..

Number of periods, p, then,School.day 6
...

:`" ,Number of ClassrogOsavatiphley
,,

8 .

.,,.
-, .

ext step'i-s to,dete mi.pe if your epartment'has enough
ik .

..

i,te-isthe.4% TheAata,yoy wtfl need is as, follows:
;.

,. 4

Number of 4teachert' in.your department
61111.

. ,..

Teaching periods for,Oedept. ch.
,

."

_---
.

Full to techerjoad.per teacher 5
.,. .

.r

rooms to

From thiS infOrmation, cht*ruct awOrkable,department schedule On the, following

page.

.9
314
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. EXE,RC1SE h ''

,

4

...

1. This exercise is very similar to Exercise 3. Follow same steps as,
. ,

''. you did in Exercise 3' only apply actual figures used to aevelop your,department's
..>,

I, r ,
Y .

schedule. Your fibiihed project would be a department schedule for your school.
,.....

(7'77

L

4

rte

1

e

.3.15
m-1 o*,

4 ,

.

r

E

r,

'

4
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' 7

'2. WhAt problvr.r. did you4encounier'in developing the department schedule?'

Consider some of the following:, teaching speiali'des, specialization

patterns,
,

s.tudents', abilities, personnel needs, etc'. Now does your

schedule differ From the department's adtudl schedule?,

t
,3*

. ;

EVALUATION
Ng

Ask your principal or someone who is knowledgeable in developing depart-

. c...:

,

, PV 7"N;

schedules to critically analyze your Schedule-4 From this critical, apalisiso

comment on how this affects or change your Schedule.

A

.4
r

iN

t

13, s.

After Complet ng ExerCise 4, You may have realized trlaivthere are many-
)."1,

ways to
-

develop\? depa oment schedule. The exercise you have' Pist completed is

nly .one way/

4

1

!I

a
t
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This unit is one in a series Which taken together
with the appropriate management system constitutes
a Competency Based Training Program for educational
leadership roles. T4e,units are designed to assist
participants in developing spbcific instructional
improvement and instructional management comp6tencies.,'

.

0

For optimum'results this unit should be used iii
conjunction with and according totthe direction in
the Competency Based Training Program Guide.
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OBJECT! VES

I

Rf

1,11,

UNIT. N

'SELECTING, PLANNING, AND EVALUATING MY USE OF TIME*

1

I.' accurately recoreyou'r on-tjob performance onthe forms provided in

the sequence;'

AK.

2. determine and assess the performance priorities you set in your use.

of time;
,

3. identify reemphasis needed and de cribe clear, plan time ,use
P.

11
consistent with newpriorities;

4. i'mplement.and evaluate the success of the new plan; and

5. plan, implement, and evaluate further changes to reath new priorities.

INTRODUCTION '

:

:
"V.

-:. .
, - r: ,

Department chairpersons spend their profgss Iona] tim to a .broad
1 _

. - . .,,
(

range of activities.. How::broad:this range-As often corli6 as a urpcsi.I
.

: By keep -ing an accurate recatd, of your behevicir fora significant period of--.
: -.

tame, _you will have a tikt,ter basis upon which 'to jtid.ge whether diere
.

significant .changes you wish to make' your operat i dnal role. .
O'f',Coure., we have.-some prior itiesiwe "recommend in use,, -but

are most iniitasted. in:your consciously us io'g'your time con stentlywith
. _

your expressed valtles. Part of ,you decision-making as a esult of this *.,
also be to change youractivity ma "vafues" to be' ;cons is eltcWith your time

i *This' u it s adapted from Champagnj and Morgan..-

ly

1

.':
'1
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.EXLICISE 1

I

1

Fill in the following chart by estimating the percentages of time

,

you spend in each category of your job.

CODE

Chart A

CATEGORY-TITLE

EST. % TIME
IN THIS CATEGORY

1. (i.atr.) Individual Obserliation of a teacher

or classroom
(I:T.C.) Individual Conferencing with a teacher

3. (P.G.T.) Planning ith Groups of Teachers or aides

4. (M.T.) Model Teac ing or assisting with teaching

3 w) , Writing memos or reports

6. R.K.) Record Keeping

7. (T) Telephone calls
8. IP.P.) Personal Pia ning by myself

9 (m.A;,)% Meeting with rea personnel

' (other than t achers or aides)

4

V. D.M. Distribu in. .terials
1. T.C. Teaching our .wn classes

2. +0) Other - b -ak his category into
Specific s b-categories . .

. . .

EXERCISE 2

Chart 1 which 'fbliows has been designed o record the actual ,

activities in which ttle department chairperson been engaged. The chart

should be completed by placing a check mark in the appropriate column "(i.e.,

planned, unplanned; self-initiated, or initiated by others). There are two

exceptions to the general format. These exceptions a in columns 11 and 12:

Column 11 should contain a number, and column 12 should include th! appropri-
-:

--.

'.ate letter(s). system that has been developed, to Code respOnses earl be

.

..

found on Chart; A Exercise 1).' Chart 1 should be used.for ten consecutive

ciays. -(XeroA ad itional copies as-needed.) 'At the end of the tenth 'day, the
,

.. -
, ,

formishould be tallied,and ahalyzed. (See later exercises.)
',..v

..
.

so:
3."KOV
N-2

'-V
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EXEREI
A "

5
2

,

, .1. Thi% activity asI6 you to sum the total number 1 quar:ter hours,

oided on Chart I, spent in each category of behavior You wigll change these
_

I.

gparter hours into a percentaee of the total time -you c arled.
Irv%

Chart B
. .

'NOTE: Chart B Would be §,imiar to Chart A. It Would have an addi nal
column that request 3 the total number of

)iquarter hours in a pa
- category'over fen"day -period. .'

is

.

1

1

; .4

ENTEGORY TITLE. AND CODE.-

.TOTAL NO'. OF APPROX. V
1/4HRS. IN OF TIME
THIS CATEGORY -1,N EACH
OVER 10 DAYS CATEGORY

I.
. . ' .

(1.0.T.) Individual ObseitVat ion :of a
teacher or Classroom. .

' .

-

.
.

,...

.

. .

2g.,
,

(I .C.J.) 1..hcti v i dual Cortferencihg. with'
. .1

' a ,teaCher. , '
'

..
0

0

3.
-.

(P.G.T.) Planninglwith Groups. of
leachers or Aides' ,

-
-

-,

'.. : .

4; (MT.) Modeliiig,:TeaChing or .

. . assisting wit teaching-
"

...:
e.

Z, t4) Writing memor or reports -,

6. (KR,) Keepin recor ,s - ,.
7. (T) Teleph e c4 11s a ,rs .

.

'
8. 0.Pa - Persofia planhi'rlby myself ".: . .

.

I. W.:5,R.)..'Meeting itti-district persohnel
O.
..

(C1..CM.3 Cleign a cen$truction of.' :,

. ).,"materials ... -. ,

1,, (S.T..) '',,,,. Si te" travel ins ....c- ,

2. CP:LT.14 .1),Vannjpg in-service traini-hg1
' 0"- W.Iblageathers and aides .. .:! ', .

3.. (C.I.T.T.) COnduCting in- service train'iryg:;-:
.

,. with.teAcHerS and aides '',
r .

/4., ('D.M DistributingDistrbuiting materials" ,..,.., k ' 4..`
5. (0) T. Other t. break :th IS category",

into Oec i fic. iiib-ca tegori es
, . ,

.

.

. Total number of 1/4' hrs. recorded ...."
. .

.

;
.

- .

..
S

.4 4

I
scti,-

4"

3

.7

. :,

0.*
V

,14,

;: ;".,
:if ;4
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'.'

2. The following uestions will h p you a alyze the data you .col rected.

a. What significant differen es d' yo see between your estimate

and what actually happened over the ten days?

b. Group Items 1-4 on the chart'and get a total % of your time in
direct helping,act!,vi ties with teachers. i

S

.
/ - .

\ c. Group Items 5-9 on the chart and get a total % of your time in

general office and maintenance work.
41,

d. f s there a significant % of categary°12 items?
p

e. How.ouch do You trust -the data you have recorded over these,

'ten, days? (is i.'representbtive or speCial? How often do Special. 0.30

ocCdr?) -% \ *

.

, , - .

...-- . f. What _% of ,tame Were your -actrAtieS, planned and.-unplanned ?''

11 --you wlsh 0 OAAge this %? :-.'

,

tti
> _

.

r X
.ti

c:

.* .!,g. Vhat .*:ur.activi ties we-re_ self--initiated,andeirhAt'l other

nit 1 7- . r .1 '

c
t:

it

ti%

k 113
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I.
1

I
How Xii ti you begin mak ng :these changes? . . .'

" t
.$ :4

,,,'.t..'.

P ' ,
.

4 ', ;7,1,"

.,
I 4l -- I ,. . ; ti . ,,Wha t .4 of ybur tasks_A:-/ereCoi4r1 what '4 uncoinp 1 e ted?. Why ?'

. .. i
. _ . ,

.... , .

"-

.

,

. - i What of your tasks interrupted befOre comOetron? Dp you
* wan c to, change this %?

0,

. ;
....-61AL11ATION "

,
,

I dept f fy the changes ybu wou ke to make the pmph4s s you)!

-job i s receiving What are they? Why do.,, you w\ish tip: make these changes4
. e
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This unit is one in a series inch taken together
with the appropriate' manageme t system constitutes
a Competency Based Training P ogram for educational,
leaderShip roles. The units re designed to assist
participants in/developing sp cific instructional
improvement and instructional management competencies.

For optimum results this unit -s-hoUtd be used in
conjunction with and according to the,direction in.
the Competency Based.Training Program Guidge
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; UNIT 0

DEPARTMENTAL FUNDS AND EXPENDITURES

oupECTI

Yiuwill:

1. be able to describe'the differences between budget requests a d

requisition protedures.

2. be able to,complete

3. be able to deSribe

;a requisition form for your department.

a simple
;

method Of'recOrd keeping fOr
.,,

departmental accounts. _

9 I

4. be able:to describe the differenCes between

instruction) a d equipment pur base

5. be able to inijerpret a trans

INTRODUCTION

1.' '

As a department, chairperson it.will be necessary for yocj to carry

/

out activities that seeM to be non-instruction71 in"nature, yet' hey have a

direct impact on the d partment's progcam. Cite such aCtlyity
.4 t

the acquisiii

. ii

l
,...

i

MOI'(materials of

horlz4tion..

of instructional materials and equipment. Regarsiless_of how c mpetent-a teacher e

is, job efficiency is affected by the adequaCy of the supplris designed to in-
,

Crease the knowledge of_the participant in the areas,of school budgeting and

material
ffr

acquisition.

.e

3 2 7

0-1

.0
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EXERCISE. 1

\

1.. Read the'following sele4lon on the budget - process:

The Budget Process

A school systqm budget is no more than its educational plan expressect..

in financial terms. 7,,On the school level the budge activity involves plannihg

the educational,prograth'and translating that plarL)nto financial terms.

The financial plan or budget request inclPd s requests for personnel
materials, equipment, and services that the school f

its educational plans into effect.

0

The budget
1-eclests to produce

migtit imagine, the

ceeds (sometimes by
could possibly rais
budget i*Iudes sev
line with what is p

The first

with his departmedt
balanced within th

Each sch
reviewed in light

request information is combined
the budget request for the,enti

first compilations of the school
,a large margin) the amount of

For this reason'the process
ral steps of budget review\i4
isible and what is affordable.

tep budget review occurs when

chairpersons to make sure tha

school.
l's budget is 'then forwarded
f area needs and pribrities.

eis'ace necessary to put

ith other schools,' budget

e school system. As you

system budget usually ex-
ney the county government
f.developing a school system

equests are to be kept in

he school principal consults
requests are reasonable, and

t4 the Area Office where it is
rom the Area Office the budget

is stint to the sup rintendent and then passed along to the school board which

makes its recomme dations to the county executive. The county executive studies

the school budget requests in consideration with,othee-needs of the county and

makes his recommendations CO the county council which hos the final word, on the

ttal county-budget.
Each ofthe monitoridg steps described abov require much time and

stu yi. Each step also reqUires a recording of priorities on each level. For

example, the sc ool board''s first priority may be'an increase of money for in-

strucilonal 'mat foals. The county executive must consider this priority with

the p6iorities of the police department, the fire departmen't, the recreation'

ne, et ., and his first priority mai end up being anew piece of fire

equipmen or 'manpoWer increase in the police:department.
r

e,the attached 'Budget Request Form. This form facilitates the

proces's of con anicatint budget requests of schools and offices to the appro.-

priate administr ive and. supervisory personnel in the School stem. In the

fall of each year, choots and offices request.ehat specific_ numbers of personnel

and amounts of other 1esources be made availabje to implement that school's or

officd's next year's program: A forM for each department in a, secondary school

is completee6eaCh year. Normally school departments only complete itellis 140,

126, '107,723Z, 217, 224, 30g, 311,w316, and 399.

326
0-2
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"

_Budget 'Request form -

School Or Location. Prcogram

.1)

(Col 32 351

Positions
PROFESSIONAL (Full Time Staff)

Associate/Assistant Su erintemdertt
,

102 Administrative Assistant

p

116 Directors

119 Coordinators
.

131 Principals

107 Assistant Principals

1`

REQUEST

(Col 41 44)
(Right JustPfyL

Teaching Staff

125 Interns

140 Regular Teachers

126 -Instructional Aides.

2010/2 (Rev. 6/74)

. Contracted Service,s
(con't.).

(Col 37 39)

237 Workshop (Please give the followin
, information:1

Purposes of Workshop

it;

iS

REQUEST

` (Col 49 6.1
-(Right Justify)

Number of Teachers Dates of Workshop

Payment and/or Credit

*
o. of Teacher Positions Held.

114 Guidance Counselors

159 Other (Specify)

Total Professional Staff

.1,16 Secretaries & Clerks

217 _ittlachineRental (List Machihes)

199 Other (Specify)

TOtal Staff

4 salaries & Wages
0 37 39)

PROFESSIONAL: (Parrlikne Staff) ;

= REQUEST

(Coi. 49 %-.57)
. (Flight Justify)

, 224 Repair Of Equipment
A

299 Other (Specify)

1'

111 . Part Time* Teachers (Dollar Amourit)

198' Other [Specify) / .

Total Contracted Services

Total Salaries )rid Wages
J

& :Material's .

309 Librarylldoks.8( Visual Aids'

Contracted, Services
(Specify how the ;Mount

207 Consultant Fees % requested is to be used)'
(.5k.

32

4 A ..e
4

311 Materials of Instruction (Include Textbooks)

318 Office8upplies (Central Office Use ONLY) ik!

399 Workshop Materials of Instructiort

Total Supplies and Materials

0-3
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a

Using information that you can gather about neq yearls tentatire-*

program in your department: fill out the form provided in this packet. Then
_ .

'..; dip.u.ss your completed form with.an administrator and/or a current deprtment
-...._

.
.

7 . ..
. = cairperson. . ,.. :r

. ../

EXERCISE 2

I. Read the explanation orthe allocation procedure.

-'' The, Allocation Process '
.

' 4
Once the budget has been amended and approved by the county council,

it is returned to the Beard Of Education.' *Based on the money approved, the

various departments within the school systert are allocated funds. These funds

are handed 'down through the system-until they reach the ,department Level. It
,

is at this point that department personnel usually discover that not enough.
.

ti

money is available for prior budget requests.' For example, your department may

41111
have requested,a 16-mm projector costing $500, but the.amoUfit allocated for

equipment this year.may only be $300 You are then facedImith a decision.
,

YoU may decide to raise the additional $200 from other sources (e.g., transfer

1:g.from M01) 'or you mar decide to buy two.ofilastripprojectors that cost $150

earl; the amount you were allocated.

2, Examine the following chart. It is anexample of school and depart-

mental allotmentS. Answer the following questionsj

a. Locate your schodl and your department. How much have you been

allocated?

b. What program area appears to be the most.costly7

Speculate Ay-titis is true.

0-4
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c. Identify the department in your schooT1that is at-located the

least amobnt of money.

Speculate why this is trbe:

d. Your school has $500 incidental fund. Ask your school's boi)k-

keeper about the uses of this money. Record you'r findings;

ti
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EXERCISE 4
."

1 After six (61 copies of the requisition havibeen completed" tl*
-,

school level, the school, keeps one copy arid sends, the original and other fOur
. . . ,... r

. : ,. '
co-Pies to. en; office.area off A- record of the allotment ipen4ing is kept 11':y eacht.-, a.

. .- .
'i , --- - . .

school by department as a means of.accounting. This record may al.so *servi'.4s
.. ,--- . . . , .

.
--z-7-. .

an, inventory--for the given school.. . -.

fcilkowing is a'c opy of such an allotment record. Assume 'that the

al lotment balance bro-toh,t forward was $1000 and that you ire enierinT, the.:

requisition you prepared in. Exerci .3;,..coMplete the allotment resod` sheet

inserting the necessary _informat ion -frOm your .requ is i t ran.
_

bal.eneez-nOw?-

t

33
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Req . ,Porch.
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LaRCISE 5
re

I. Read the followihg passage.

Under the operational budget, money is spent for those items that are'.

necessary to maintain educational programs. These items are classified as4

either supplies on equiPmen As a chairperson it may be necessary for you _

to be able to differentiate these items when speadig departmental. monies'.

The excerpt following whict is taken from the USOE handbook titled, Financial,

Accounting for Local and, State School Systemse will,proyidenecessary criteria.

CRITERIA FOR SUPPLY ITEMS

A supply item is any article.or material which meets any one or

more- of the fOilowing conditions;

1. It is consumed in use.

2. It loses its original shape or appearance with use.

3. It is expendable, that is, if:the article is damaged

.
or some of its parts are lost or worn out, it is usually

more feasible to replace it with an entirely new unit

rather than repair it. "

4: It is an inexpensive item, having characteristics of
equipment, whose small,unit costInakes it inadvisable to .

capitalize the item.

5. It losesits identity through incorporation-into a
different or more complex unfit or substance.

, CRITERIA FOR EQUIPMENT ITEMS

movable or fixed unit of furnitu4 or
a machine, aa'apparatus or a set of

the following conditions:

An equipment item is a
furnishings, an instrument,
articles which meets all of

1.. It retains its original shape and appearance with use. '

.-2. It is non-expendable, that is, if the article is damaged
or some of its parts are lost or worn out, it is usually
more feasible to repair it rather than replace it with

an entirely new unit.

3. It represents an investment of money'which makes it

feasible and advisable to capitalize the item.
0,1

0-13
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'14.- it doWnot lose i s identitythrough. incouotation :

into a different o more colipleiinit or subsihrice. -

.

2.- Now. classify the. following items as either E (equipmentiour S (suppites).

a. aquariums

.

f. electric egg' beaters

,

blotters g. hand. eggbeaters

folders

.d. sewing machines

h. single charts

i. scissors

41110

e. lhole-..ptincher j. steel tenniscourt nets

3., tist under 06- column the items you might purchase for your department.

'Supplies Equipment

a. .

b.

EXERCISE 6 7
.

1. ..,Read

Sometimes it is necessary to transfer monies from one fund to, another

fi depending On the priorities of ine:department or school. he foilowin proce-

,dure is to be used 'in the'transiferring of funds: ,

a.

c.

V

The Transfer Form

0

a, principarittiates and signs .this fornywhen,requesting L-transer'-:*

of unds. : )
'

0

b;.; The tranfer request, should be. forwarde4 to the Area Diredtor
and the Associate Superintendent fon their approiral and

:signatures.,

c. The Associate Superintendent will then send the request on to ,

the Budget Office fOr their approval and processing:. 41;'".".

d.- All transfer requests:should be rounded to the dearest ten

dollarsA$10.00). (

336
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;14

3. # a a I.

..,
.: . ,..-. ,..... z

. .... -..: . , ,i''' ,,,-.:.
.... - - : .

.- , :

2. 'Examine the transfer form wh Ith, Col lowp.. Nofe ..t.trat -he schotifills,
.. '1 ' ; )r ..: *

3
t ,.. 1.,

I , s, .

S-

a

out only the, non-shdded port i,pn. :in. yoUr,,,,cktine,wo.rd .exp-Vain what thei.p,e4tii lia I -

* . .

, . ,.:
. .. a t

of ,the high school is accompl .101 i ng b'y^ yit.ng'11-11sjorm.4 .

' .,,' .1. :,.. t--
. C.:. W f ...

; I ./.,t1." ? :.
a14..... e

,..1.-

t

6'.

a/ 4 S ./
.

.
*

A 0.

1, A

.

6 I.
.1

-

'

EVAL-UAI I ON
lit

a.

. . ,

I . Describe the f ference between a,budget/ requelt and a lisqui,s9i

'
. 1 ,.

.?

110 t

/
. 0

;

a.

P.

1e,

.

A

6.

2. L.ist the 'steps of the reciyi i tion process: ,
YP

, 6 %

' 't
. ' ?'

'. 6
'

" 4' Ae.
c.

3 . Explain how yOvu iqou I d keep, track of money your depaetilfent spends.

.

.4. What is .eguipment?_
4 le

. .;
I

I
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This unit is one in a series Which taken together

a

with the management system constitutes
Competency Ba d Training Program for educational

leadership roles. The units are'designa to assist
participants in developing specifia, instructional
improvement and instructional management compietencies.

For optimum results this unit shouldbe used in
conjunction with, and according to the direction in
the Competency Based 'training- Program Guide.
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OBJECTIVES

You will:

uosf T P.
.1

. .

UNDERSTANDING YOUR SCHOOL COMMUNITt
./

.

9

C

1. define the geographic characeristi5s of your, school

2. identify the demogr'aphic characte.ristics of the school community lich

can influence the school's instructional program.

4.

3. list some of the "hiOden charact keistics".oflt school community which

',\ r
4 ,

affect the inst*ti'onal protesS
)4

t

identify and list re+ces in the school community which can be useful

in your discipline area.

"t

O

v.i.!4?..: design b simple strategy for getting community,resources apd theschool
.4 /..

.1.

together to benefit instruction.
. I ,

7,

INTROOUCTION.

"A school e=xists to serve the needs of the youth of flits community ",

ir .
.

4

1f-we accept thi .s.§tatemene, w.e must also accept the reqUirement ;hat a school,

614were of what these needs are inorder to be effective.

Each school comm4ity (or in some instances, schonhcommunities) has

distinct characteristics, aspirations, and expectations'for_Jts youth. The

degree to which a community supports its school is an important factor:- it is.

, imperative that a school and its°staff 'be able 0 identify thes'e characteristics.
, .

Some community features are easily Identified while some are more subtle.
! .

. .

.,. -,/.Both canilave'impact.on a school, It is the intent of this unit to help you
. ,,,, ....

1
..

:
become better, informed, about the community served by your school and to assist

you to find ways

A

strengthening theTrelatiOnship between the

3 4ti

Prl .

1,

c

I
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,

.i I g first step. in learning about your, school community is to define, its

. :
. .

L
,geograiihic bcyndaries Lf you live in the'school attendance,area, you may knows

. .
.1...

these boundaries already- and-be be abte to complete this exerciso, quickly, If'you
,.

t.?

.
..

.-

NI.

.

.

are'not a resident or fee) that you are not familiar enough with the community,

you will fidant to attempt .oneor more'll the .fol lowing tests:

.S."----.''' \ 11. Each school keeps a "pin map". which contains information which helps
,

.

k.XLRCI.SL I

1

... -s
.

..# the Trapsp cltation Department determine bus re'quirements. The "pin map" i.s-usyc: .,4' .
.

ally main ained by ap adMinistrator. -Consult thi,s indlvidyal.about the infOrma-
.

tion on thermap.and determiAe the data available' from Lt1 List the items below.

4

IPA

2. Obtain a small p of the attendance area for your school. (The Board

has a PublictSchool Loc tion Map which w i l l do nikely On this draw the

attendance areatboundaries for your school.'

3. Locate the feeder schools (elementar',y and/or junJor high)sand
,

t-
/10

0%.attendance areas. on your map.. .

( 4 :Dees your school terve one community or several sub-commun.ities?
to

answer this you may need to consult your principal. What, have you found?

4

4

1

t

34&
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:,
. 'EXERCISE 2

.

;

.
. . .

Now that y9u have ideetified'the geographic data 'about your .school
. . .. / .

. t.,

.. .. ,

comiluni 0, turn Your attention to some of ,the characteristics of. the community
1 .

(or"o'ne of the sub-tommtrities) which can influence your school's educational

program. Listed below are some demographic characteristics which cab be impor-

tans,.: Notice that the list is not complete; you are encoura to_add Lo it

from,yo r experience.

' history of the community cultural resources aVallable

kind of housing ,parental employment

racial,,composition follow-up of empoyment or college. ''..

attendance (if in a senior high SchOcil)

type ofparental employment .

AiransienCY'.
/

hous'ing patterns

EXERCISE

.. . . r :

Use the informifThn you developed in. Exercise 1, activity 4, and
0

Exercise 2. You are aske d to find information abOut'these'characterisOcs.
., c

,

-

Several:methods_for'coliectin9
,

this informatiOn are suggested. You may decide
, .

jto use one for.mor of the-se procedures depending on your familiarity with the

..., ' :,..

__ i '_, -

'ommunity. 1

ft . ,

.

Listed
r
below arOome alternative,Orocedures for completing this

-17
- 1.

6
exercise: % 0

.t ti

,

,t\ Interview: your
,

principal about his understanding of the school
,

'

. .

'community. f.,',
.

,
.- '

-
.

, ,. , k ,

, . ,,- 4, .

. slake a drove-through" tour a'your community.
, Z y'

Interview staff members who -are residents. 1 d
,f ..,.

G-

0

l
Interview promilRent residents of 'the community.

34

S
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let

Consult your area office - -they may have a demographic study.

- Consult a written "school history."

If you are in a senior high school, consult the most recent
Middle States Evaluation Report, "School and Community Segtion."

EXERCISE 4

Whafligood is information if you can't share it? _Choose one of the

.

procedures suggested below:

Prepare a written or oral report summarizing your findings f
a

presentation to your department or staff.
.

Use the information gathered to acquaint the newest member of your
staff with your community: ,Act the part of the storyteller in an. ,
informal, discussion of the school'community. Ask specific.questions,
to determine if your colleague has jaineif insight about the schoOl
community.

EXERCISE 5

4 . . . .

1. As an educator you.aresinterested in orovkiing ,your students with as'

.

many resourcds as possible to help them learn. Many of,these resources come
,

with your repetoire of techniques, others can be the co

1(

mMercial variety such as

filmstriplcastettes, etc. Ot er..-iesdiJI-cres which can be used j0 the '

classroom are those resources which are available within the school community.
.. . , , .

.
3.

The latter have the advantage of being.readily available, free or inexpensive,

and relevant to 'real life situations. tin this exercise you are asked to identify,
\...- .

. /

some of the community resources. availah ale for your curricular rea.
-,,,,

.
,

The following is a suggested, format to help you collect this inforMation -

.

(
on possible community resources. You may wish to modify this.format for your own

. \ . 1
'N.

Use.

Name of Resource Description of Resource Now to Obteinithis Aeiource
for Classroom Use

0'

oAr
o,#1.)



2. As an alternative exercise, consider compiling ,this information and

preparing it for use by other members of your, department. You may y even want toother
c

L .., t

involve colleagues in the collectibn ?f this information,

EXERCISE 6

Consult your principal about the school procedures which have been
r),

established for using outside resources. Usually these are forms ehich require

administrative approval for field trip, speakers, and the like. You should

familiarize yourself with these administrative prt2eduris for your school.

Summarize these procedures.

r.

,- .
- :

% ,-

EXERCISE 7
. .:

.L., Distds:s the fisE of"comMunity resources /ou developed,with'sivera
. .

;colleagues in(your department.c. Prgpare S strategy which will help you or others
c c

in yourAepartment lo use some of these community resources in the classroom.
. q ,

-. t,

Describe .your s_trate9Y,_ and state hew yois.wi,11 evaluate Its_effectiveness.

0 .

t ti

5

1 c,

34G
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, t ''''''' '' "

EVALUATION

.4

I. List below any characteristics of wur'schook community which h 4e not

. .

been considered in the previous ten.exencises but which you feel are con ribu-
.1

tors to,your understanding of the school community.

.4.

.
w

2. The evaluation df this unit is your broadened understanding o the

geographic and' demographic chafacteristits of your.ichool comMunity Which make
it

it distinctive from any other community. This knowledge should help you to

understand the.part your subjectxpl'ayi in the education process which allows

yout school to serve the youth of its community.

Some of tbOnsights gained fromths unit.include:

.,-, -; 6II 04 Jo
.0 .

.
, :

ti
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This unit is one in a
management

which takeNogether
with the appropriate management system constitutes
a Competency Based Training Program for educational

leadership roles. The units are designed to assist

participants in deVelopinj. specific instructional'
improvement and instructional management competencies.

For optimum results this unit should be used in

conjunction with and according to the direction in

the Competency Based Training Program 3uide.
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UNIT Q

THE EVALUATION OFLEARNING*

OBJECTIVES

You will:

1. 'explain and give examples of summative evaluation.

2. explain and give examples of formative evaluation.

<3. explain similarities and differences between' diagnostic, formative,

and summative evaluations.

4. interpret MAAP test profiles
School

County
State'

5. interpret individual and class criterion reference scorei

6. identify and use evaluation techniques for affective objectives.

INTRODUCTION

This unit, THE EVALUATION. OF LEARNING, is intended to help'educators,

become aware of the different purposes of evaluations and the ways in which

the different types of evaluation instruments can be developed for use in the

classroom., The teachers will find ways of improving thei summative evaluation

they now use; and the exploration of dragnostic and formative evaluation_will

probably present new and very different ways in which evaluations can be. used

to improve teachidg and learning.

The busyteacher, responsible for large classes with'a great varlet;

of students, might be so concerned with instructional processes that a %.eVY

1Wtedamount of time and attention has been given to the evaluation processes.

4 t '

:It is very likely theClassroom teacher has not been able to keep abreast of

4,

'the growiAg 1-iterature'on the art and science,of evaluation. As a department

*AdaptedIrdm Bloom, et al.
0 0

o (1-1
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Chairperson you,will be in a position to bring together the blest of,evaluation

techniques to help the classroom teacher use evaluatlOn to improye both the

teaching process and the learning process. The major focus of this unit is to

. ,'. _

train educators to properly use evaluation for the improvement Of student learhing.
. .

EXERCISE 1

4

Pretest
0

With which of the following vi+ do you agree? Where you think the view quoted

is incorrect, give your reason in a sentence or two.

1. "Only formative evaluation of students is legitimate."

2. "Norm-referenced tests are the best kind."

. a

3. "Summative'evaluation
also."

46

may be used as a dilagnostic and formative i strument
/

1

4. "Summatjve evaluation is.primarily used to certify
0

or grade."

. ,

5 "Sumaative evaluation will measure every conten t-behavior cell 'in your

..- .

0 ,of

specifications." .
.

6. '!Formativesevaluation begins be nstructlow.""'

- A

7. "The interview technique can be used to evaluate affectime outcomes."
.

9.9

:+ 111 ¢ /

8. "Summative andformative evaluation of the affeciiiiego;is of tne.eariculum

is important."

4.

9

35
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EXERCISE 2

P

,

I. Listen to the cassette tape, "Introduction to Summiti e.
Evaluation."*

The tape is available upon' requeste,from,a training' advisor.

2: You are asked to give examples and explain the major function of,

summative evaluation to the teachers in your department. How would you "pond?

a",

a

s
N.

3. Read the following exercise, "Teyt Uses and Construction."* After

reading the exercise, complete the action task.

Test Uses and Constpction

The summative examination mayserve a variety of functions There

are several steps in the construction and scoring of tests whichheivto deter--
:11,4

.mime the effectiveness of each,of these. ses. it is quite true that the results

Of a given test.may be employed in.several differen't ways rather than one only:

Indeither case, if the' intended aim or aims are established clearly before the

test is constructed, the results can be utilized more satisfactorily.

The outcomes of tests are not equally applicable to all uses at all

,levels of schbolitg.or in all subject areas. The folloWing outcomes are among

the most commonly mentioned uses of ,summative results. .

*"Handbook on Formative and Summative Evaluation of Student Learning"

3
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'Assigning of grad/`

. Certification of skills and abilities
. . Prediction of success in subsequent courses

.,,,

.: Initial point of ihstruction in a subsequent courlse

-
/,

Feedback to students
. - . .

, - .

.Asignng vtGrades .

.

The most frequent use of summative evaluations, from elementary school
through colieg4 and graduate Workis as a basis for assigning grades, repre-
sented either.* letters or* numbers. Grading is an attempt to categorize
each. Student in. terms of,:his,aMount or level of learning in gelation, to other

students. This, purpoSe:most-often reflects the view that courses are designed
to spread individuals. out so thatn the usual class 'there are a few in the
top.categorysome more in a second group, a larger Number who are "averagei"

and fewer Misthe.loW4r Categories. if this is the intent, then th,re Is a

way of optimizrng the spread in the proceSi of constructing the test. This

criteriOh'concerns item difficulty.,
Item diffioulty.iithe percentage of examinees who pass the item. A

good sOead in results can beobtained if .the average difficulty of items is
around 50 or 60 percent and if the items vary in difficulty from about 40 to

80 percent. Obvously, test questions wOch are passed by all or nearly all
students do nothing to differentiate the'examinees--that is, spread them out.
The same can be said for iteMs. which 'none' or.almost none can pass.

For those who view education as being directed at mastery, at whatever
level or in whatever subject, and Who will undertake changes in instructs n
time and procedures to accomplish this, the criteria_just discussed is of

little importance. They' may select behkvior and contents from a specifics oni 4111

table or task analysis chart in accordance with the value theyattach to them.
All or almost all students may pass the items constructed to test these out- -

comes, in which case the- examinees are assigned; the highest 'category of grades.

'It may happen that a large number do not pass somextrthe items, in which, cape

the teacher may conclude that the instruction procedures are at fault. As

tbe instruction improves, more students get,more items correct. This is the

-View which-formative_evaluatioh espouses.- -- - ,

Assigning grades to_students is probably the most unpopular task that

a classroom teacher must pefforM. it is not unusual to hear educators recommend

that formal systems of,student evaluation be abolished entirely. Student evalu-'

ation is a,popular target of criticism by students and faculty alike in the

columns of many school and college student publications. Articles like those

by Marshall (1960), Mannello (1969), and Piwitt (1970) which question the value
of student evaluation systems also frequently appear,in various professional

journals., Of course, constructive critic is always desirable since it often
leads to valuable and necessary modifications of practices which can otherwise
degenerate into mechanical rituals,

'On the other hand, the suggestion that formal evaluation of .students,
be altogether abandoned is based on the assumption that such value judgments

serve no important purpose. This is a highly questionabla'assumOtion in view
of/the fact that procedures for evaluating students have existed as long as we
have had -'formal instructional settings known as schools. ,The form which evalua-

/tion takes changes from setting to setting and.from timeto time, but the.fact
//of evaluation' does not change. .

355'
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The major purpose of grading systems is to provide a systematic and

- formal procedure for transmitting value judgments made by teachers to the

y student and 'to others most dimectly concerned with his developmenOnd wel-fare.,
These value judgments provide a basis for making important decisiops which are
faced in the normal course oran'indiv'idual's development in our society.
These decisions represent Gardner's (1961) sorting out, process. The objectives

of ;he sorting is suppose to maximize the opportunities of each individual to

use his talents and skills to his own and to society's benefit.
This review does not suggest it has covered all aspects of the use of

test results for assigning grades. I't is intended to make us aware of some
considerations involved in this particular application. Most published tests

are built upon the assumption of the need to spread the students over several

grade categories. However, the purpose of the test will determine how it is

used.

Certification of Skills and Abilities

There are occasions on which the main purpose of a summative
examination is to certify that a!given student possesses, at least at that
time, certain slas, knowledge, and abilities. ese situations are perhaps

most likely to occur in technical training in the se ndary school or college. -

However, the genera clea of certificati6vis present other settings: the

student is able, f m the standpoint of reading skijs, to handle social studies

reading materials of hi sort; she has mathematical skills and concepts which

are needed for a beginning course, n education statistics; the applicant has

'skills in the science laboratory and the ability to attack science problems

which permit him to handle the assistantship.
In each of these settings, the focus is mainly upon the level of

behavior with a given content. There is the further assumption that a known
level of pel*ormance exists, above which most studenti can do the specified -

job and below which most cannot (Cronbach, 1960),. As we will note also ,in the

discussion of prediction, empirical. evidence IS highly desirable if not necessary

for cohfidence. It is true that careful subjective judgments by those who have -

experience with perfOrme s may substitute as estimates until empirical evidence,

is collected.
,

,
Certification is a legitimat e use of summative evaluation ofstudent

learning.

Prediction of Success in Subsequent Courses

For purposes of academic guidance, it is sometimes claimed, a
summative test (especially at the end of a course) has as,an important function,
the prediction of success in a subsequent, related course. For examilje, it is

suggested that an eighth-grade arithmetic'examination may be quite hilpful in

. the Prediction of a student's success in ninth-grade algebra or general mathe-
matics. .The first caveat to be observed regarding this use is that it assumes

two things: (1) there is empirical evidence of the relationship, and (2) the

subsequent course does not alter in method, content, or students' learning

characteristics. These are broad assumptions, but they may indeed hold in a
setting in which the teachers see the subject as relatively known and stable.

Q
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Ideally, the teacher or the examination Onahiction g
various plans reflecting combinations of desired types of beha

.

in a series of tests. ,

hould try
d content

In veil, general t ms, students who score high on summative examinations

in any academic field tend to score'high in other' fields. in thi3 connection,

however, many questions are still unanptered; it is not yet known whether this

pattern is due to a general factor (s4ch as intelligence), ba special ability

(as in test taking), or some relatioiship in learning between the lubject areas

involved. .

Great 'care must be taken in using summative examination results for

predictions regarding subsequent courses. It is highly questionable whether a

single test could effectively serve the purpose of prediction in combination

with other summative evaluation intents.

Initiation Point of Instruction 'in a Subsequent Course
T\

/ -At the elementary school evel especially, tiler are those who see an

important use of summative examinations -- usually given a the end of the year --

in the decision by..the teacher of the next grade level on where to begin the

instruction of individuals or groups. Fronvone perspective thii ismuch like

formative evaluation in a continuing instructional siepation. From another,

It represents some of the suggested strategies in placement and diagnostic

evaluation.
in the present discussion, which deals with steu.and decisions in

the .construction of summative tests, a point to be noted(is that.the rules

.governin4 this use are/much .the same as for the use of tests for feedb,47)0NI

students. A single score, for.example, in third-grade arithmetic is of little

use to the next teacher in establishing a behavior-content point at which to

begin instructio4. A table of specifications should be agreed upon, for the

o most part (a list of content and desired kinds of behavior after instruction).

A test must( be so handled that there will be several.scores representing

importint behavior-content cells. The teacher who is to use the results for

locating the point at which to begin instruction must fully understand the

) score categories..

Feedback to Students

The communication to the student of information about his prOgress

(with some immediacy, it is hoped) is the very essence of formative evaluation.

Summative evaluation of learning can bi used in this fagion also. As stated

before, sumMatiye tests may be given at various points within a course and

cover relatively 'arge units, or they.may be finals at the end of a course.

If it is truly the end of a unit or course,,the feedbackof score or grade

information may have little effectln terms-of changing the student's behavior..

If the examination is -intended for feedback to students, then it

should be so constructed that the intippretiEions of scores will direct the

studenes attention to useful he may do to make up for deficiencies.

nA simple communicatio of a single grade of C, let us say, merely tells him

that in some fashion of other he was not such a "big egg" as others. It gives

him little information with which he can do anything. A similar'statement can

be made about numerical stores' as a total report on a final examination. 'A

355.
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I'
V .. . .-L

. e 'N,,,'

mark of 76, wnether it refers to,percentabe of items,-a percentile.'scoia, of an,. .
actual cocttlf ofright pr wrong answers:gives the student very little guidance
for makinl.correckions.in his behaviemr-other than that frequently used state-.

ment, .7ry.nal-'deFT"' ,' . .,.: ,,,

If a sumMative test is built anti scored dstutely,'we'may infer from
4

the results that the student 44 reasonably well in ,aspects which involved, ,

for example, vocabulary but rathe7gdorly insthose Which demanded VecOgnifion
of relationships between concepts. It is possible:that the student will find

the information.of some use for future learning; Even,thi's is difficult tor .

estabfiihor an'edd-of-course examination unless one can,point'out that other
courses whi911 he might take rectuairi some of theYsame processes. The first

statement implies that the test items are so built that they can revearvarious
processes,mhich are reasonably generalizable, and the second presupposes acme'.
sort of community agreement within the school across several courses or curri-

cula regarding'desirabte behavior.
. .

. Oroviding feedback to students is a legitimate purpose of summatiye

4 evaluation of student I ming, even'though formative evaluation focUses on

this intent. '

. .

. .- %

4 '' 4
. , I

-,......, . ,

.
4

.

Suppdse a delegation of parents called upon youlto explain and give

.

.
\' 1 .: ''

examples of 'how you use:summative techniques to evaluate
.
student learning in

.
. %

. . w.

your classrooM. How would yourespond? .

.,..

:;.1.

4,.

I

4
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5. 'Youwill'con
.

teuat a table of'specificatiOns for a unit. Select a
,

4
,

.

. .
1

unit from yoUr course' outline. List the.content area in terms of large categories
. 411; ,

of ,bject material. Also list the desirecrbehavior expected after instruction.

'

.
.

Your.grid should look like the one on the following page..
.

. .1 .

6. Construct b test (u i(summative) for your unit based on your,table Speci-
,.

,.
,.

I!fic tions ( con tent - behavior cells) Choose items which will test the Various
1

I 4 gf,
Cells (content-behathor). HOW would you respond if you were asked to explain

-
.why you %elected Certain kinds of behavior and content cells foi your examination?
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EXERCISE 3

1: Listen to the cassette tape, "introduction to FormativeEvaluation."

The tape is av il';1 le lipon request frqm a training advisor. Suppose the parent -

student

,

. . .

student association f your school requested yourdepartmentftto evaluate their
;.*

students formatively( only. would you respond? .:

% .

4

t

1

0

300
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Read t e following exercise, "Formative Tests and Uses."*

Formative Tests and Uses

Formative evaluation should include all the important elements in a
unit as detailed by the table of specifications. The task of determining the
specifications for formative evaluation is much the same as that of creating
specifications for summative evaluation. As stated in Exercise 2, "Test Users
and Construction," the table of specifications outlines in some detail, the
content to beinefuded as well as the student .behavior'br objectives to be
achieved in relation to content.

In constructing a unit you would first determine what new content or
subject matter.should be introduced in the new unit. What are the new terms,
facts, relations, procedures which have been explained, defined, illustrated,
or otherwise presented in the learning material? The usual textbook is very
clear in illuminating the new content'that has beedeveloped in a particular
chapter.

A second type of analysis undertaken by the unit constructor is to
determine the student behavior or learning outcomes related to each new element
of content. That.is, given a new idea, relation; statement or truth, or other
information, what.is the student expected to learn? ,What is the student 4xpected
to be able to do with the specific subject matter introduced ip,the learning
unit? This content-behavior grid was presented in our discussion of summative

evaluation also.
The construction of a formative evaluation instrument must determine

which elements in the unit are important or essential and whith are gnimportant
or useful only as background for the essential materials. For example, in a

4

chemistry unit the name of the originator of an idea, the dates when he lived,
or the country of his birth may be useful as interesting background for presen-.
ting the idea but may bc_oflittle cognitive importance in the.unit. Such

specific facts may be included in the specifications but dropped at the time'of

testiRg.
Formative evalUation-khould include all the important eleMents im a

unit as detailed by the:table of specifications. Thus, if there are a25 important

elements in the-table, all 25 should be represented by one or more test items.
This is in contrast with summative evaluation, where it,is feasible, in .the tes-
ting time available only to sample the range of canter-its and behavior, outliped
in a table of specifications.

The formative evaluation should intiude items at each of the behavior
levels specified.. Virtually the same subject matter may be included as a term,
specific fact, rule, process, translation, and application, if all are included.
in the specifications.

03.
Select a unit from your course outline, includethe content-behavior

.cel4 (specifications) that.you pink are important. Your grid Al look like ,

thq one devetoped in Exercise 2:

.

36
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*

.
4. Construct a formative test based on your specificatiOns (content-

,

A- behavior cells). Now would you respond if you were asked to explain how the

evaluation instrument differs from the summative evaluation instrument in
1

Exercise 27

.
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EXERCISE. 4

Listen to the icassWe tape, "Similarities and Di fferAnces Between

Diagnostic.Evaluation,and Formative and Summative Evaluation.'!*

.

2. Analyze the table that summarizes the similarities and differences

between cl i a gnos t i.c, formative, and symma t ve evaluation.

.

0

f

a

3

Q-15
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it

*Similarities and Differences Between Diagnostic, Formative,

and SUmmative Evaluation

DIAGNOSTIC

Type of Evaluation

FORMATIVE SUMATIVE

Function Placement:

Determining the
presence or abseqce

of prerequisite,

skills
Determining the
students prior
level of mastery

Classifying Xhe

student according

to various charac-
teristics known or
thought to be -%

related to alter-
native modes of

instruction

-Determinition of

underlying causes
of repeated learning
difficulties/

Feedback to student

and teacher on
student progress
through a unit

Location of errors

in terms of the
structure of a

unit so that
remedial alterna-

tive instruction
techniques,can be

prescribie

Certification or

grading of students
at the end ora unit,
semester, or course

Time

Si,

For placement at the

outset for a unit, ,
semester; or year's
work

During sinstrOtion when.
.student evidences
repeated Inabi 1 ty

t to profit tut ly-from

ordinary instruction

, Duriqg instruction

`4

At the And of-e.unii,

.
semester, or year's work

Oa

. '

'

Emphasis,_
in Evil-.

-- uatt4ft,

a.

Cognitive: affective,. Cop' ti ve behavior

and psychomotor
_

"behavior

Physicel;

and .qnv4ronmental
factors

Generally cognitive
behavior; ;ic-pending "on

subjecteetter, some-

' - mes .psychorno tor ;

-occasional iy.afteictive

behy br

Type of
instru-

mentation

.

Formative and

summatly, instr0-
ments for prptests

Standaridized tchieve

oOnt tests N,444

.

-
Standardlied diagnOsstic- .

tests

Teicherrmade lqitruments-

.66servation and checklists

Siecially designed Final or esummative

instruments 'examinations

3 65
a .

a



a

DIAGNOSTIC FORMATIVE

How objectives
of evaluation
are sampled

Specific'sample of Cecil'

prerequisite entry-
. behavior -

Sample of weighted

course objectives

Sample 'of:studeht

variables hypothesizdd
or known to be related
to a, partl,cular type

of instruction

Sample of physically,
emotionally, or environ-
mentally related behavior

Specific sample of

all related tasks
in the hierarchy of

the unit

a

/,

SUMMAT1VE

le of weighted

course objectives

item

difficulty

Diagnosis of prerequisite

skills and abilities: .a
large number of easy

i-tems, 65% difficulty or

higher

Cannot -be specified

beforehand

Average difficulty,
ranging from 353 to

703, with some very
easy and some very
difficult items

Scoring

,

Norm-,and criterion- Criterion- referenced

referenced .

Generally norm-refer-

enced but can be

criterion-referenced

Method of :lndividua! profile

reporting
scores

. .

-- by tubski.1 is . '

IndividuaLpattern
of pais-fail scores
on,dach task in the

hierarchy

Total score or sub-.

scores by objectives

04

k.

r^.

4r, .

4

Q-17
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3. After listening to the cassette tapes and reviewing the table that

summarizes the similat=itiesbetween diagnostic, foeMative, and summative eval-

uation, design a summative test (five to ten items) for, a unit or mini-unit.

You were asked by the teachers, in your depa4ment to demonstrate how your

surrative instrument could be used as a diagnostic and formative instrument
4

also. How would you respond?

Chi

a

e

4-I

v.



4. Several teachers in your department suggest.that (u)ing a summative

evaluation for diagnostic purposes is harmful to students. They also sta

single letter grade precludes an adequate description of the student' orm-

1

anCe on each of the objectives of the course or unit. How,would you respond?

4
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EXERCISE.5

I. Read the fotlowing'exercise, "Evaluation Techniques for Affective.

Objectives."*

Evaluation Techniques for Affective- Objectives

The necessity for clear, unambiguous, operatiotlal st ementsas the
first step in instructional planning and evaluation is no le s important for
affective than for cognitive objectives. However, beceuse of the numerous
interpretations people can place on affective concePtsyhe iehavioral specifi-
cation of these concepts is often neglected. Because o theOlesitancy to evalu-
ate affective outcomes, the specificationLof behavioral manifestations of affec-
tive concepts is very seldom carried out.

This is not'to imply that affective objectives cahnot be stated in
behavioral terms, but only to point out that teachers often"neglect to give
careful thought to the problem of what kinds of behavior will lead them to i er

the presence or absence of some affective castruct in the student.
Many teacherS find it more difficult to define affective objectives'-,,---

behaviorally than to operatiohalize cognitive ones. Furthermo4e, the large num-
ber of affective objectives found4in the literature use concepts Such as "atti-
tudes," "val es," "appreciation,' and "interest" in a wide variety of ways.

T next step in the evaluation process for the teacher who'has defined

* his object ves in behavioral terms is that of devising situations and techniques
which will allow the student to manifest the desired affective behavior. This

important step is not so easy with affective outcomes as it is with cognitive
behavior, which lend, themselves pore, readily to evaluation through the tradition- ID
al paper and pencil achievement test. In fact, if the students feel that the
evaluation techniques used are tests,, in that grade penalties or rewards are
associbted with their performanceoh-the,instrument, the validity of the results.

will be highly questionable. That is, if a stulent feels-his affective behavior (s

is subject to either criticism or grading, t:eicce IS alpossibility that he will
"fake" the desired behavfor. \ \

We have noted the justifiable hesitancy\teachers feel about grading
v

affective,behavior. However, summative and formati4ievaluation of the affec-
tive goals of the curriculum i ankreher matter. Group data on affective behavior
are all that is required for cu riculum/Becisions. If a large proportion of the
students have not achieved the effective behavior sought for in the course, then
action can be taken to change deficient methods or materials as needed...

The acceptability of group results for the evaluation of outcomes makes
it poSsible for the teacher to guarantee the ipidentt1;anonymity by allowing them

. to omit theft names from their responses to affective instruments. Sometimes,

however, it is desirable to identify individuals so that infoymation.derived from

, the answers can. be used in cohfirence with them for formative self -tevaluation,and'.

.guidance. When this. is -the case, then the student should-be assured' that his

performance will not becriticized,, let alone Marked. This assurance can serve

.theresults

purpose as a guarantee of anonymity once,,the studdOt ,ls convinced.thaC

, ''the resulIs are in fact treated scrupulously in a confidential,unthreatening
manner by school authorities.. Such trust is the basis. of any'good guidaricefpro-

gram in,a school,'and there is no reason hers. cannot treat affective informa'.
. ,..

tion the way it is handled. in a .counselor!.couns eereiationship. :-
, #

..
l'''S
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Once teachers rea1'1.z6 that evaluation of .affeCtive:901cOmes need not

either infring& upon.a student's, right to privacy or involve the assignmentof

a grade, then there..are many iahhiques available for'use in the formative or

ilmmative evajoiCiOn of a..4irriculum's affective objectives.

jhe'following are examples of evaluation techniques'for affective
, ,objectives:' ...

- v
...,

'The interview technique
The oPen-endedquestion,
.TheelosedTiftem questionnaire
'The semantic digerential techi4que

1

2

-
. _

.,

.the Interview TechOque,
.,.

..

..

P..
. ..

.., . ,
The interview technique invOlvesa'face-to-face encounter

.

of the . --:

- interviewer, whb asks carefully developed' questions, and the tespondent.'The

interview can be structured or unstructured injormat J:' ' ,. . . . ,

In the structurecOnterview, the wording..,and seduenCeOfth estions
.-1,

are fixed. The interviewer is given little or no freedom' to devike fro the- ,

fixed schedule except tq,clarify misunderstanding oriMbiguities and to ranch

into other sections of, the schedu.le..when certain craeria aremet.. His 0 ncipa). ,

job is to present the ques.tioh to the respondent and record. his answer. An .,:
.

example of a structured interview schedule and the directions given to the inter- --;

viewer is'provided by the following excerpt from a, schedule developed by-the
..

.;

National Opinion Research Center (Greeley & Rossi, I966;1. After reading the,'

dil'ections to the respondent, theinterviewer' merely'circles-one of-the codes, -
representing columns on an IBM card.; to the right-of each job. .. .

. . . .

e., 4 . . .

'71.. I am going to read' yOu a Ifst of jobs; If a 'son.of yoUrs chose each job, l ::°'
I itell me whether you would feel, very pleased, somewhat pleas6i, somewhat.-

disappointed, or'very.disappointed. (CIRCLE CODES IN.FOLLOWING TABLE.) ,

. $. ,

0 ' '0
(

. 4, 44 ..,-....rc 0

3 0>m 3 g..
m ,

6 ". g 2 (0
_ t.2 (..

>;.

CL. .tn Z , V) CI .> C1

A7 Business Executive ;' X 0 2 - j. --1

.B. High School- Teacher

C. Priest ,'
.

:4.

' O. Bank Teller
E. Author
F, Carpenter
G. Stock Broker

H. Furniture:Movei.

-

A

6 ° 9 7

X 0 2 3 1'

5 6' c,
.8' .: 7

X 0 2, 3 1" 1

,,

5 : 6 8 9' 7

.

X ..*0 2 .- I ;'.1

4 8 ..: 9, .7
1



w

'I
4 Al"

a
t 4

The'Open-ended. Question 4

I.

statemen tkich;
T e open-endediquestion calls for the respondent.

a .:may vary in length. Raths, Hermin, end
.

some opeh-eniiid" qui; tioni which haVe bein effective in get
bel iefs, activities, and values:. w

,

' .
77: Wi:th a gift of $100; I would..,.
78.4-f this next weekend were a hree-day weekend,' I w0tild want
75. ..My, best friends can be counted onto.*:.: .

. .
8Q.; ".My bluest days are..:' , :" :

81. I can hardly wait to ke able .to":..,*.- ''--\

82. My children won't haveito..kil;ecause.;...:., .. .....
83_ People can hurt my feelings. the'rnOst by...':
144, ;I f L had a car of mY.own..-:. .. 4 '
85. I I veAmade up my mind toti. .finally learn! how to...
86. I f I dowld get 4 free subscription Ito two -magazines,

because.%.,' .,)........,, . ,-..,. .- .. .
87.."SOrne people seem to*I-dapt only:to....7 i

0 88. rrue night I staYee:up tater:than ever :befoe. I ...ij 89.. I f I could--,tia;/e*seven -.w I shes.. ; .. . ,.., -..",

to answer by,--wri.ting
Simon (1966) 1 ist
Ling at atti

\

eat

90. I believe....
91. Secretiy I

92. My .adyice. to the world woe tild bea . .

TheClosed-item Questionnaire
.

.
..,.4:

The questionnaire With fixed alternatives is 'similar o the struc ure
, inrview described earlier except that the'respondent complete , it without ttie
,aid o - an interviewer. The closed-item instrument..takes several forms; rt it,y

... be a, tin§ scale, ,inventory, Or Index.. - r . . . ,. .. .

..4 Two examples of the ,fOrmat of items designated. to evaluate a student
affect toward fhe study of matheniatics are taken from the,National ,Longitudina

.. t:. Study of Mathematical Abilities (1964). Here the student is asked to choose
the letter of the response that beit'Nfills' the Wank in the

to...

1; 0,

I would select...

AS

tjV

96. k would like to teach English
teach mathemat CT.

it

4

4.4

a lot more
a little More
a little' less
a lot less

97. 1 would like the pf:oblem,
than the problem, "Jane. is
Jane. tiack is hal f--as tal
Joe ?" '4*J '

-

[A.] more."' ,
-(8.] 'a lJttle more
(C.] a little less
(C.] a 'lot less:

I

.

than

,

"359-974+68401999-46937+9748+87483 7"
half asAall as Dick. Joe Jsehalf as tall

tallJoe. Dick is 60 inches tall. How tall is

37'
1
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. t

-.4 1,

a.

o II b.
... / .

. As Ci.qnbach (1963) haS pointed out, it those typos of affective quest ions

are'asheu in a context removed fromthe course in question, the validity of these DO. .

responses is increased. Thus questionnaires designed to measure attitudes toward.
English are mote trustwvthy when adMinistered by a neutral person (for instance,

, a guidance coun4eior or homerooM teacher) than when adMinistered_bY thk English

teacher. Who wishes to have thi kind of summative curriculum information.
__

The Seman Differential Technique

O '
1 ,

The semantic di-ferenikal (SD) technique of Charles Osgood (Osgood, SUCi, 2

Tannenbaum, 1967) is a valuable and comprphensi esearch.tool. One of its many

. eses is the measuring of a generalized attitude. Th forill of the instrument in- '

volves a rating scale of bip4iar adjective pairs related to a concept the attitude
...

toward which are of interest the evaluaator .

,

i
.

.

.

'''''r '
I

8.130. [GKcept] .
.

.

Polar term I : : Polar term Y

1 2 3 Tf 5

The scaled positions are defined as follows:

(1) extremely X
(2) quite X

;:.,(3) .slightly X .

/ 4) neither 3( nor V; equally X and Y

(5)'slightFy Y
(6) quite Y.

S7) extremely Y

F
. ,

. The student checks the scale value arong.the'adjective coritinuum*

corresponding with his attitude toward the concept in question. To measure gen---

eralized attitudes, Qsgood recommends thetuse of adjective's he has labeledleas

Evaluative. Examples of such evaluative adjective pairs are."600d-bad,"
clean-dirty," valuable-worthless," beneficial-harmful," and "pleasant-

% unpleasant." folengthy list orevalmative adjectives can be found in Osgood,
.4lipci, *nd Tannenbaum's'.book, The Measurement of Meaning (1967). .

Almost any concept of interest could be used. For example, an English

\teacher might want to.explore generalized attitudes toward drama, poetry, essay

lik:
'bolting, or.a ShAkespearean play. Each.concept is repeated separately with the

ame set of adjectives. The Soci 1 Studies Evaluation Program of the Education

velopment Center (1969) uses 1 s technique to evaluate attitudes toward con-

cepts contained.* their social tudles materials on Eskimos. For example, atti-i
\/tudes ,tpward the concept "Arctic"-pre assessed by the following semantic differ-

, P .

. ential-spales: * ,

.
4..'

Arctic
. . e

,
,,

[The Arctic' is the area near tiort ]
.

131., ugly,-,

132..changing

r

.

: beautiful

: charigeleS

e I -

Q-23 .
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1,

4

O

133. windy : : .: '; : calms r
134, strange : , : : __--: familiar

135.Aerxplored : : : unexplored
,

.... .136. tame : - : : : wild

137. good ': : : t
.

c bad'

138. deserted : : : : : inhabited .
.. .ye. -.....,

139. fierce :
: ,-

. : gentle
.........

140. livable : : : c : not livable

9

I

.

2. Use the Semantic Differential Technique to explore geKeralized attitudes

toward your discipline or another discipline in your school. 'Remember group data

on affective behavior are all that is required for curriculum decisions% . e

4*,

pa.

4

I

4

S

rs
3

4 .

Q-24

,
a

I

*

0



r

E;,4TUATION
t.

Posttest 'S

With which of the ylowing views do you agree? .Where you think the view quote/d

is incorrect; give your reason in a sentence or two.

; 1. ."Only fol-mative evaluation of studentsis legitimate."

2. "Norm-referenced tests are the best kind."

3. "Summative4valuation may be used as a diagnostic and formative instrument
also."

4. "Surtiwe evaluation is primarily used to certify or grade."

5. 1.,'Symmati4e evaluation X11 measure every content- behavior cell in your
specifications."

11111 A'

"Formative evaluation begins befor e instruction."

.
7 "The interview technique can be used to evaluate

.
affective outcomes. ".

,

6. 'Summative and formative evaluation of the affective goals of the curriculum
is important:"

3 7

Q-25
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This unit is one in a series which taken toAther
with the appropriate management system constitutes
a Competency Based Training Program for educational
leadership *roles. The units are designed to assist

.

participants in developing specifid instructional
improvement and instructional management competencies.

For optimum resUlts'this unit should be used in
conjunction with and according to the di'reo&i.on in
the Competency Based Training Program Guide.
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UNIT Q-S

.Supplement co Unit Q

THE EVALUATION OF LEARNING

OBJECTIVES

ir

.

You will:

1. interpret individual, and class criterion reference scores.'

2. interpret MAAP test profiles. (school, county state).

INTRODUCTION

Since some teachers (especially language arts ,and mathematics) will' be

interested in analyzing and using Maryland Accountability and Assessment P

(MAAP) and Criterion Referenced Testing (CRT) 'results, we are providing this

supplement to help them explore the benefits of proper interpretation of these

scores.

EXERCISE 1

1. Read4the information sheet, "Introduction to Criterion'TReferenced

Evaluation." This '11 provide you with a genera introduction that will help

you to differentia1te between norm-referenced and criterion-referenced evaluation

techniques..

Criterion-Referenced Evaluation

Test designed exclusively to measure the performance objectives are

called criterion-referenced tests. Their purpose, unlike that of norm-referenced
tests, is not to make differentiations among achievement levels of various tu
dents, but to measuce accurately how well each student has attained stated objec-

tive. The norm-refehnced tests are relaWe meas res because an ,individual's

score is interpreted in relationship to Xhescores o others. Criterion-refer-
enced tests are absolute measures, because.an indivi ual's score is interpreted
in relationship to a fixed.criterion, not the sco f other Thdividubls.

Criterion-referenced tests are usually emp o d at the conclusion of an
instructional sequence. HoweVer, the same principles a so apply in writing
Placement Tests for placing students at the beginning o any instructional sequence.

377

4 , .11
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2. Listen to the tape, "Suggestions,for.Training Teachers to Interpret

Student and Class Criterion Summaries."

0

Use your mathematics dais summary to answer

,How many test booklets were. used?

4

How many students attempted- booklet 2491

1

the following questions:

What are the ICRT objectives numbers in booklet 249?

How many students need to review objective number 167?

Which students need to learn objective number 167? '

Who would likely be in the first instructional group?

How many students passed objective number 167?

Name the students that, passed objective number 11.671

HoW many studentsOassed objective. number 155?

a

4

N
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1. Listen to the tape, "Interpretation of MAAP Test Results." :The tape is

ayailable upon request from a training advisor.

'2. Given I class profile, Maryland Accountability Assessment Program

(MAAP-ITBS) with grade level, the participant will verbalize the following data

to a colleague.

0

a.' Mean Grade Equiv.alent (GE)

b. Expected GE, fromimeen SAS

c. *Mean SAS Score

d. Standard Deviation of SAS Distribution
6

e. Standard Deviation of GE Distribution

f. Percentile Rank of Mean GE

3. Ai department chairperson you have been asked by your principal to

explain the significance of the following test data..

a. Raw Score'(RS):

b. Grade Equivalent (GEL:

c. Age Equivalent (AE

d. Percentitie Rank (PR):

.,

e. Stanine: I

f./ Standard Scores" (SS):

332
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ti I. kicplairi in you own words', the 4ifferenCet betweeb triterion-referenced,

. , .

and nor;In7refern.Ced tests'.
4. -4,

,

0 4 4 ,

r .4" /
'Co

0

4

2. ,Under what,condi tions would you prefer "to.use norm-ieferenced tests?

.
a

.

,

sip

...

....
4 'g'

' A - ." N
7. .

r I..

, . .. .
. .

.,%
.. 3, pnii9r whatcodi tiOns would you preferl to use criterion - referenced

4 C.
--.

e " . - i: v4 .
. ', z tents? -.,,

*

,,"

-. ,
1 ,

.7. ; a,;,. 't.
, .

r

410,
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0
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, , ,

4. -rWhatdo your schooils sdr on the MAAP tests indlcate.tp you are
, .

significant needs of your; stUdentS?
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1.

This, unit is one in a series Which' taken together

with -t-he appropriate e management system . can st i tutes.

a Competency Based Ty-Oiling Program for educationkl
leadership roles. . The uni ts are' designed to: assist

paitfttpants in develppin4 specific inStruCtional -

. A

1111Proveineflt and instructional management competencies.
:.. 1.

s V I`, .

,;,-For optimum ,results-`this unit sill:Add be (Med in a

tonhinct ion with and according to t.he directions in
the Coinpetehcy_Based Trainihg t

.

ro,ram quick. _":'-
k e
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OBJECTIVES

You

cleyelop

2. analyze

develop3 .

it sr

'4.
1

. 1

0111-T R .,..;

WHAT GOES ON IN A GROUP* ,
zr!

s
.5. '.

. (s.

several techniques to assess 'the workings of a group.'
t ..

c, - . -

and help °bets anlyze the- droces'ses Of, grodps. 4!..,

the ski I I to focus and summarize the ress arid procestbf' .

a

JNTROOUCTI ON ,

, To be an e'ffect-We'group leader or department chairperson,'it fis
.

important that *you' understand the workings of your group. Any functIoning

-group. must do, two things:

I. - Aroup .)1al.ntenallcb keeping members of the igrotip .fee I I.pD.,
comfortable with each other.

2 Task Performance - 'getting: the job done. '
6'1 .

,zGic;z4p maintenance is necessary because the stress of a group of egos
, A

.. '. _ t ;
working, together on 1,common task often produces tendencies toward -destruc-,

tion of cohesion',and dimin'shed feelings of working productively ,together,
47..

The inhavior which results is a kirid of tearing down;of the grauP and Its 7

work. Group maintenance functions are performed by grodp menibert.When they

;'

at,
,f

p

a

,

praise other members of the group, eritourageqUie,t;Megieri, oft thi group xi) \
.

a

contribUte their ideas,',smOoth over differen-ces betv4een.group..membiis, joke '
. ,\''' '''....- :., ','-..":, '- ": . ,-,
.

to bui 14 e mora,e, of ,th.,., gtodp, , and se xlw Oct)) s of oaraphrisj,04. And
'-.-

% '-.' .

.. , -,perception ch cksto c.lat.ity,,prodpMembers! verba`i contributions. Othe

`V...-.: ,;:;" ',. ''. -.,. . ,
....

'!,

"

, ,r %Ira t

.

fipm diAinpagtip and..iorgap.; "

1

1 ' r ,

386 Vre

J.`



. ',71 4 /
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examples of befiavibr lesi co
,.

but often helpful' are those which seek tc)r
- '''' . - -k .

get the gr,oup to recognize an`" itsowh-behavior.;
"!-I i .

\._ Tatk.-performance.fpnc:tions areful f i I I.ed as different. members. of" ,
. -, -

:.. ,
task' group clarrfy the- gOals c:sr -durpo'Ses of the group, ass'ess .groi4.proTress, '

. "1 \
locate local and national resdar es., reque,st and give 'information from apd ,

.

. .
.

,,...-..- ."' '
. .

,7

4....'1,,,

p',.. niembers; propose solutions to- problems, give group progress reports
.-, -,- ,. , .,,, . .et al. ,' .1 0

0
.4 '

p f
.. '\ '

\ k 1 rr 4. \ , .
,A-kkhi-rd class of,group behavior is labelled destructiv..,Destructi,

, r

-.'behavor'consi6tsiof the activities-0 persons in a group:as"they 601Cprivate
. ..;

.'
convers tions, refuseqo take aq active part ill",thllork7Of the.grpup,'make

. , . .
, , '.. , .. , , r

-irrelevant and overly long speeches, 'ridicule oiher.6eMbers of the,grbup, -', \ . .. .I X Li.,.
rand oppose fothersembersz ideas without givi.ng:reisons'.., , ,

0 OS .

.Q.
'

OjIlL\ ,.- Group mazntenance and task performance functions
,
aee bbth essential.

, 4 . .? '. 7

. 'and ceitic
a

al tab a productive>group. The group must stay together if it is
\ '

to get the job, die. it Must observe some form of progress in its problem

solving locbs. Lf ' to to stay fOgether... Destructive behavior may:be a

. 't . '. :. -,*. ..":
.

.symptoirk7o,f, fa' 1 ul-
,

,grobp maintedapce br task perfermance. Sometimes
.

, 41

-d-estructi ve beh'i ior- vs. a -tyMptiim'of, task'ivOidek,bi. : 1 f this -appeqrs .io be : -,. ,:--
.

'

. ',.

the case; th4t ehei4or should pcobtbly be dlialtsed direttly. b

.:
.

`r"' '7 .1 .. . i'
.2 . 44 'As 'J future e iitional leader, yousfiould have thOkiils of assess=

..,-. 1. , ; '
', , ., :- -, . , . `10

,
iipg the warkings\of'a'group. Apu'shb*Uid:be able to arialyz and 'to h

others analyze, locus, s aqd evaluate ahe,progre s anfl process of
,\ i :,

. , -

9,1-9up.2the,purp9ses of tk,:is unit 4 assist yo4 In acqulring these group
, \\-. . .. .

\ - ; . ,

.v.assissplent lle., ...
,

.
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r.

. e

4

I
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..
1/4.

'1. ACting asib passive abserver4coMplet.e.rhe.foflowvnl chart by to

the tallies whi4e obseTvifig fu9ctioning group..
'

-Group Maintenance Be#avior ,

, .

..- PersOn \ .

k
*2 3% 4 5 1) 8 'a 9. Total

1- .

gives praise ', .

...

...A

encoucages quiet ''

meNber .
.

% .

I a

uses paraphrasing'

,

.

,

,..
. ..

uses perceptiop .

check

, ..

'

.

.-
.

.

jokes"to build
morale.

,

.

t,

.

'
,

smooths overs
%

,

differences
.

.

.
.

.

'11 ,./-
'..)

r/'

. # .

*

1/4\.,,'
V,

,

.

. .

., .

;
i:°

.1 i '. .
.

0

.%
- other categoriO\of your own

.
IS

.

2 What patterns of..behavior.dp you see among the various members o
. /

the group?

,

3. Give feedback to the group.

0

a

4.

e

r
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.1

1

I
1.

EXERCISE 2

1.,While Ohls.erving a group, complete the following chai't by, tallyi

,

.40
.

':-:.-(4uireiices of. task performance'\pehavior.

Task P

.

-

be Behavior

Perien
.,Vs

* 1' -2 3 4 5 60

V.

7 89

/'

!a,

0

'10 Total
.,-cl4rifies vzi,s1

z

r
.

.

1 '
.

ass'easses resources v

.
.

#4:/: .....
.

,
\

.
A

,I,
,

4.

.
. ...

r

iiiiireque#ts information
11,r4

4 ;
i

',.

- i

4

Imo,'Poses solvtions .

.
,

.
. ,

gi,yes. group irogegss,
report ,' .1,

.

. ...

if

it-

! ----.._ ,. ..,
,

'.' ' i. , . ., .. 3

.":

: '
:

:k`
4 . '

..
''

'.;

. 0 ,t
.

1" "--- .$

''''....4
..

.,

.

E

.
,

,- l
.

I ,
.

,

V

...` - ,
. ...

* - other categorie,..,a your OKI
., _-- ,--, .4'

, s ,

7\

4

V..

'13

2. What' p.atterrls of betiavior. dofyou see'among the ,yqrious members of '
t l

V
-.1.., k -. '''

0 5. ,
a

I

s"

th'e, group.? i I k

s. ..
5. .4

'V.
I.

VI.
3

s
n 16 ,...

4
V. 4,0,. '1.C... ' .:. ... s

,
.... .

.
\S

, ..t
4

c,

"$f

-

/.
A . .d..4. .1. S____::--,

3. compare the patterns of behavior youreillleare,:with those or\the ,1, : , 1
.

Rrev 1 ous chiart... What s imi.lati tie and differences do yciu,.see?
. ^ , ,.

., /.. ..

..

I> . 3,

,

' N ._. .; Y
', ----. 1 , .

\
..^ . . t_

,
1r , 4\\ . ..

.1
4. Give feedback tei

....1

the g'Oup'w en you have made sense of your
, . ,. .,.

obServatiP hP.
v.- 14 4«. .

,

***:

r

. , ,

3,
,

.
- f

.

%

.*- "
,

f

0

IS



4 0

EXERCISE' 3
,

r. Compl4te the followleig chart.

/
Destructive Behaviors,

Person

2 3 4 5 '6 .8

4

0 Ta at'
.

hbfds private ,..

conversation's'ion's,'

,

.

,

,

1

. ;

,,

? .

, , .

o

,

. .

doe s not* tdke
.
ac t. ve

part.. -

i

4' '

-
-

V

talks too much , ,
,1

,

..

r'idicul'es others '. .

.

.., ,

blocks- ideas .
.

.

.

,6

.

,t

,
..

.

,

.

1

,

.

.

..
.

,.
- A '

.. ,, ,

,.
', 4,

,,

0

,

;

:"'s i lite,

%.

;.'

'

-
. .

,.

6'

,

0

0 r .
.

on

- 6ther'dategories of y6ur. own ...

..
.

2. What 'patterni of behaviorldo you see among the various members of

11

0ty

s

the group?
r

0

( 44%,

4
COMpare the patterns of behavior you see here with those On the

, (
preVious charts. What similarities and differences dq.you see?

rt

1

392
R-5 1

4

8

1

,



EXERCISE 3 (cont,),
. ..

4. .Hdw would you.go abouttusi,ng the information
' :., ,.
.., .

A

it"

from thit chart?
-

r

e
et

.
I

. I q ,
. .

, '`. s
. .

EXERCISE'0 ..

.. " ''.. .
. .

.
, . .

.., A iogram is a convenient.slia4tam that-shows who s' to whom.ini
.- .

e ,
,

. a group': Onceagaig yob will'obsetve the pr9cess g ^.3.functionirig groups and.

.-. / .
.- , /-: ,

4
then provide the group viith feedback.datk: ' .. >

. ' . . a '''
7 . ,

J. Draw as many-quares.as thereare membecifj_trshejeoup youi are ''.

. ,

observing..Draw these squares in.roughlr the same Nay
4,

c

the Members.

I 4
of the group pe sitting.' Write the names_ n the squares.

.
,

.

2. Draw aline aro the total group'of small squares. You will use

..-

C \
this total line n a membertalks to the whole group:

, ,

, .,. .

3. Whenoone parttcipa speaks to another,
s

draw an arrow between them.
. ,

, , . ' I
\ '1.

I ,

' Add an additional arrow point each time that participant speaks to
. '.

,

thatiperson a ain. Whema patticipaht speaks to the total grou ,

,,govi****
drAian arrow ut toward the ouitside ling.

,

4. Observers do,no talk to.''members of the group: Members of the

group do not talk to the observer.

1
4

A

Jo

\

*This ekercPse is an adaptation from one by the D.C.
Extension Service, January, 071. '

-6

Cooperative
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'EMItiSE 4 (cont,.).' , t

Your diagram will look something. Pike the following example,
I

0

ObViously your diagram can'get very complicated and messy` One
0

way to still make sense Of it is tblsOfead it out to the whole page.

e , ,

Draw your arrows rapidly but lightly; they get in the way of each q,,,Iltr less.
.r

Atter discussibh by the group,dr your sociogram on the chalkboird

and explain it to the group.. You should ask,the group to help you inttrpret

\,,

-

''itt ,

. '

'Some questions Which the group can isCuss about this data are:,
. . .... ,

.

I Wasparticipation among rOU0 members akbut,equall .

i.

2. .liovi many remarks were dir ct d to- the total .group? HOWmany-to

.
. ,.t

.

-., indiwidual participants? how many to the mar
\

\leader? .,
...:-

. .

3.. Dia't4e group break down ititosub-groups? \: \\
i

. .
,

%, 4, WhatOse do you se in the soc-iogram?" \
'1 4\

There May be some important things about the discussion that\are nOt-
.

revealed.thi the sociogram. What are these thin'gs?. There are no objective *" l't L .d,

10.

*.`

0 '

data. Every sampling procedure lea'es outsoMe things important t make

sense .of what is happening monl peopte.
oP

612

394
R-7

t

t a.



XER6ISE 5 .(optional)

/

Our exerci es to thk'point, have helped you,learn to use a few

.

relatjvely simple methodsof observing what Ps occorrIng in a group.. There

ate many More complicated observati9n ptocedures, as there are many unanswered
. %

quOstionstregarding the behavior of roups.' We pave not even-gotten-into

1

P

non-verbal behavior: the. influence of the type of tisk; the influences of the
.

..

size 9f the group and the influence 'V the leadetship style. We believe,

116Wever,'"that with prailice in observing-the dimensions we have asked you to ".

4
t '

: -

learn, these exercises-will
.

`0/e you as much dati a'S you can use (in addition
.. . . . . . ,

.

tOldhat you pick up. by yourself) when you are,leading a, group.- Xouprobably

.

. ;i.

need-further practice in 'observing even these dimensions simul6neously with
. =,

.,
.

,

,your 4-4-liaislyleading,a geoup.,
,-

.
., 1

If youcan get a group willing to tolerate your.Oracticang on.them, 11

. see 'ifPyou can ,stop . group every 10 - 15 minutes check, an outside ,

/
p

0 .

,

, wecto
1.. .

.

observer,
0

yodr perceptioris of the processes ocCurring'in the group. during..

time, o
,

.,
.., .' .

-Thb likelihood of your getting,a gtoup to tolerate Ws behavior is
, ,

y , , ., .

sm611 unless the members understand what they Will be learns g About them-
.

,,
1 ,,-* . , '

selves and their processes.qhat will be of value td tr.
-:'

, r. i . .

EXERCISE 6 . 's

t '. ,

. . -4. ' 1
.... .

Leadership behavior in...a grqup it yety Complex. ,There, are many styles
.., .4 N1

of ieadership and many categories of leadership behavior. Attempt's on
.

.

.
.

.part to descride these and have you practide eatiN of several would pro ably '

'end in.frustratiOn Car you. We do have, some suggestions we think will e.

s ..,

helpf61 to oo." Thede are ased on l'se belief that your attdrklie'knowl
, .

.
,- .- - " .

.

. .,./pi
.1110 1

..r



t
EXERCISE- 6 (cont.)

of self-behavidr will be the most useful knowledge we can give you in malsing

Our behavior more effective'.

. .

1. We are assuming that you'are goijig to run an actual group meeting, .
.. 4

`ille-grOup is'working on a task., Wri(tebelow one paragraph,about how yoU see

. .. - . .

.yourself as ead.or of this grog. thclude in this paragraph examples of
. ,

. ,
,

4 .
.

behavior yob are trying tizuse 0'. accomplish.the task: Include also the
..

\,...

things about_thegroup memhers.LbehavPor_Ou will look fOr'es evidence the..,

. d , _
1 ,

.
; ..group is'going-well.

-.

\ 11,,,

',--"----.......
. ',, ,. aA .

4'

:

to .

4 I

2., 'Ask a knowletige4)e colleOgUe (who has not seen the paragra ph you

i
.

hal\e writtenPto observe yowl 4ehavOr i\7 leading the group.. Ask 019 /
. .

colleague to 'reabi to about your leadership style, to record statements

..0
tyou make, responies and patterns, observed related to your behavlor.

.

-.

.

Fit'

a. When the meeting is,finished,ask.yo r colleague p:thafac erize

in a paragrOph or so leadership itylb, objectives, 6.0 behaviot: observed.

bl The two of you should have a2sharingiconference about what ,

occurred during the group meeting.-

i
.

tv

4*
1.

4

It

4



4

. ,:. . i \ , . .
.

l'ALUAT 94 '\ ,i. \ .* \... .
,

..:

. , Loot a t your :o iginai tara43Aph and .Corrip-441e iithaIqou wrote to wha;
. r,,, .0' ..

01t ' i

4

,

.

was reported in the obsermatidn by yogr'col_leagtle.714hat dp yoU still vti*Sh to

\ -. . ,..._1 .

jearn or practi4e as a, result' of this unit?
a

.t.i-st your respontds belo i
. \ . te

\ .

4

s

II

\_4,

...------

a
#.

4
I

N

\
,

\
. \

4 . 4

I

\ . .
.. .,;. '

''

1

44

\

N

'
.("1

4' it ti-
3 9,7 , c

6-. ,,r
R-10 .

. ...

,

I

4.

,

I


